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PREFACE 


This book is designed as a handbook for those persons who 
select and use procedures for adult education in the great num- 
ber and variety of institutions which make up the fabric of a 
free society. The authors are engaged in studying and teaching 
professionally in the field of adult education. The procedures 
described here have been developed and tested with many 
thousands of persons in hundreds of settings and situations. 
Every effort has been made to present this material in a simple, 
direct form, for use by large numbers of adults of varying edu- 
cational background. 

The authors deeply appreciate the assistance given by Pro- 
fessor Helen Duncan and Mrs. Marilyn Coia. 

We dedicate this book to the idea that adults must continue 
to extend their horizons through education if free people are 
to survive. 
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Adult Education Procedures 


CHAPTER 1 


Introduction: Keeping Adult Education 


Procedures in Perspective 


All over the world, people are undertaking lifelong education. 
Tens of millions are involved in learning activities in industry, 
schools, churches, clubs, and the armed forces. Almost all con- 
temporary institutions and agencies make use of in-service educa- 
tion for their personnel. Workshops and institutes are held for 
thousands of groups for countless different purposes. Despite their 
varied purposes, these activities have one thing in common: the 
adult education procedures involved in planning and conducting 
them. 

Every meeting has had some planning, and makes use of some 
procedure to facilitate learning (for example, a speech or group 
discussion ); but often the learning activities are not as productive 
as they might be if the participants had a better working know]- 
edge of tested, useful procedures and of what happens when 
these procedures are used in adult education activities. This 
handbook is designed principally to assist in the selection and 
use of procedures. It contains descriptions of 

(1) a tested six-step procedure for planning adult education 
activities (Chapter 2). 

(2) fourteen effective techniques for arranging relationships 
among adults in learning situations—for example, the panel, 
group discussion, and the demonstration (Chapter 3). 

(3) five useful subtechniques for supplementing a technique 
to meet the requirements of a particular learning situation—for 
example, buzz sessions and the question period (Chapter 4). 

(4) five commonly used resources to aid learning (educational 
aids )—for example, the exhibit and the case history (Chapter 5). 
In addition there are suggestions for designing clinics, institutes, 
and workshops (Chapter 6), a list of suggested readings, and a 
glossary of useful terms. 
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I. Some Key TERMS 


These are the key terms used in this book: technique, subtech- 
nique, and educational aid. The reader will find these terms in 
the glossary, and he will also find them explained at the beginning 
of the respective chapters devoted to these three procedures. 
Another term needs clarification here. We have been using the 
words adult education to refer to any learning situation or activity 
involving physically-mature people. For purposes of discussing 
procedures, however, it is necessary to have a narrower definition 
of adult education—one that permits us to distinguish adult edu- 
cation from (for example) recreation or from the random learning 
that takes place when we watch a television program. 

In this book we will be using adult education to refer to the 
process through which adults have and use opportunities to learn 
systematically under the guidance of an agency, a teacher, or a 
leader. This process can be regarded as a continuing cycle of 
planning, conducting, and evaluating of learning activities for 
adults. It is a process that requires guidance by a trained teacher 
or leader who can assist the learner to strive for desirable goals 
related to ideals and values that he believes to be worth attaining. 
Random learning may take place at any moment in the adult's 
experience; but it is purposeful, guided learning that we are con- 
cerned with here. 


II. THe LIMITATIONS OF PROCEDURES 


Whenever we use adult education procedures, we should remem- 
ber that each group is unique and that each person in the group 
is unique. A procedure which is appropriate for one group might 
be ill-suited to another group. A procedure that works well one 
week may get different results a week later with the same group. 
Careful diagnosis of the situation usually reveals that there were 
differences in the composition and purpose of the group, or per- 
haps in the mood of the persons present. To use adult educational 
procedures effectively we must be sensitive to the fact that we are 
working with people—complex persons of flesh and blood—not 
statistical units or even mere members of a group. All the pro- 
cedures ever devised will be of little value if we lack sound 
insights into human nature—our own as well as the other persons. 
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Those of us who have accepted the responsibility of assisting 
adults with their educational problems must be able to relate 
ourselves to them, their educational needs, and those human 
forces that motivate all of us. 

Procedures are important. Their proper selection and use can 
mean the difference between ineffective adult education and that 
kind of adult education which 


—actively involves the learner in the educational process; 
—stimulates the learner to seek more knowledge; 
—achieves the specific goals for which it is designed. 


However, procedures are not panaceas. They are not magic pills 
that guarantee success. Group discussion is a case in point. Lately, 
there has been a tendency to move away from the exclusive use 
of the speech or lecture to some kind of group discussion. Un- 
fortunately many of the participants, both leaders and members 
of groups, are untrained in the use of this or any other technique. 
In many cases, time has been wasted in talk with little purpose or 
direction and no discipline. As group discussion became more 
popular, it was sometimes used as the cure-all for adult learning 
ills. No one procedure suits all adult learning situations any more 
than aspirin cures all physical ailments. 

We have all encountered the enthusiast who returns from a 
workshop, singing the praises of buzz groups, role-playing, or 
some other procedure. He sees his newly discovered pet as the 
answer to problems involving adult education procedure. But he 
soon sees that adult education is a complex process—far too de- 
manding to permit a knowledge of one or two procedures to equip 
him for successful practice. Even a thorough knowledge of all the 
procedures described in this book will not guarantee success. 

We must remind ourselves then, that the process (the way we 
carry on a program—the procedures used and what happens 
when they are used) is of little value if we have nothing to study 
—content (subject matter and what is said about it). It would 
be a waste of time to discuss this if it were not for the fact that 
some of us become so enamoured of the way a thing is done 
(process) that we begin to slight what it is that we are doing 
(content ). We can become so concerned with the vehicle that we 
lose sight of where it is taking us. We see then that there are two 
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arms to an adult learning program: the content (what we are 
going to read, reflect, and talk about) and the process (how we 
do it and what happens to us while it’s being done). Both of these 
factors are of vital concern for an effective program of adult 
learning. 


III. Some SuGGESTIONS 


When we use procedures and become increasingly aware of 
“process,” we also should keep in mind our ultimate goals. What 
do we hope to accomplish through adult education? An educa- 
tional experience should do something to enlighten, to change, to 
elevate persons. We don't teach a subject for its own sake or lead 
a group in order to teach a subject. We teach and help people. 
Education involves changing human behavior. Toward what kind 
of behavior are we striving? How can we devise teaching-learning 
situations which will help us to become the kind of people we 
hope we might be? This is the task that confronts us. 


IV. TRAINED LEADERSHIP Is Nor ENouGcH 


This book rests on one other assumption—that all persons par- 
ticipating in adult education need to learn something about their 
responsibilities as learners. They need to learn how to learn in a 
cooperative and mutually supporting manner. Experience and 
research have shown that adults can be taught to identify needs, 
to plan and conduct their own learning activities. They can learn 
to discuss issues in a productive way, to deal with conflict in the 
learning situation and share in the evaluation of their learning 
experiences. This we call active participation in the learning 
situation. 

Active participation takes place when a participant actively 
assumes one of these roles: leader, resource person, or group 
participant. These three roles define the different ways of par- 
ticipating. Leadership may be centered in the trainer or teacher 
at certain times. At other times it may be shared by the trainer, 
or teacher and learners. Serving as leader is one way to partici- 
pate. The best leadership is that which is appropriate to the 
learning situation. 

In the learning activity the group participant role is occupied 
at a given time by all participants who are not taking part as the 
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nominal leader or resource person. When the group participant 
accepts his role in a responsible way, he is sharing in the leader- 
ship. Even though he is not the nominal leader, when he par- 
ticipates responsibly he does so in ways that actively promote 
understanding and growth among all co-learners. 

The role of resource person is occupied when a participant 
(trainer or group participant) serves the other participants by 
offering authoritative information and opinions gained from train- 
ing and experience. When one accepts this idea—of training all 
participants in adult education process and procedure—he will 
come to regard adult education activities as opportunities for all 
persons involved in the learning venture constantly to improve 
their performance together—to become what can be called a 
learning team. 

In short, adult education processes and procedures are means 
to achieve ends. They can be used for narrow, misguided pur- 
poses like 


—‘putting over” an idea or a point of view; 

—meeting the needs of one person or the few at the expense 
of the many; 

—keeping people needlessly dependent and passive. 


Or they can be used 


—to release our creative energies; 

—to assist adults gradually (with discipline) to assume respon- 
sibility for their own education; 

—to promote more mature behavior; 

—to teach us how to work and live together. 


When these latter purposes are served, we are furthering the 
democratic process to which we so often pay lip service. 


CHAPTER 2 


Planning Adult Education Activities 


I. THe NEED FOR SYSTEMATIC PLANNING 


Adult education is needed to help us to change—to acquire new 
knowledge and understandings in order to help us to mature. 
Careful planning can set the conditions for change. It is difficult 
to name a more demanding task. Yet much of the planning by 
adult education agencies is haphazard. Often the planning is the 
last-minute, stop-gap kind of effort summed up in the phrase 
“Whom can we get to talk to our group at the next meeting?” 

If we are to take the task of planning our adult education 
activities seriously, we will need a systematic approach. This 
chapter (a) sets forth a tested procedure for planning, (b) de- 
scribes a group in action using this planning procedure, and 
(c) discusses this example in terms of the critical factors involved 
in designing adult education activities. 


II. Wuy PLANNING Is ImporTANT 


A. People are important 


When we plan haphazardly we imply that it matters little whether 
or not adults spend their time profitably in the learning activity. 
The activities we plan may command the minds, feelings, and 
energies of a number of impressionable personalities for several 
hours. Only if people are not important does it become unimpor- 
tant to make every moment as effective as possible. 


B. Learning is the goal 

Often we lose sight of the fact that our workshops, courses, and 
discussion groups are conducted to promote learning. Learning 
presumes change. The learner becomes different than he was be- 
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fore the learning experience. Often we lose sight of the goal of 
assisting people to change—to become more mature than they are 
now. With this ultimate goal in mind, we will consider carefully 
how best to achieve the changes in behavior that seem most 
desirable. 


C. Planning helps learning 


Carrying out the planning process can be a valuable learning ex- 
perience. Careful planning involves seeking information, consider- 
ing alternatives, and making decisions. Through this process we 
can learn a great deal about resources, techniques, and the topic 
under consideration. Time spent in planning can be regarded as a 
rewarding experience. 


III. WHo Pans? 
A. The leader or teacher plans 


Sometimes adult education activities are planned primarily by 
one person. This kind of planning is most likely to occur when 
the person doing the planning knows a great deal about whatever 
is to be taught, while those for whom he is planning have little or 
no knowledge of the subject. For example, a teacher might plan 
a course in citizenship for a group of immigrants; or an employer 
might plan some learning activities to introduce new employees 
to his business and his business methods. A group of medical 
investigators who have discovered a new way of treating a disease 
might plan an institute to teach others how to carry out the new 
treatment. 


B. The entire group plans 


Sometimes it is practical and effective for an entire group to plan 
its learning activities. The group should not be too large. Its 
members should know how to plan, and they must be able to plan 
in an efficient and productive manner. Many small learning 
groups set aside a part of each meeting to plan future meetings. 
When properly carried out, this kind of planning can involve each 
person to the extent that he accepts active responsibility for the 
learning venture. 
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C. A committee plans 


Because it is often impractical for an entire group to assume 
primary responsibility for planning, committees plan many adult 
learning activities. Even when one person is primarily responsible 
for planning, he often uses a committee to help him identify needs 
and interests of the learners. 

A committee is most able to plan effectively if (1) it has a 
capable chairman, (2) its members know how to plan, (3) its 
responsibilities are clearly understood by all members, and (4) its 
membership is representative of the group as a whole. 

A committee is representative if its members possess back- 
grounds, interests, and points of view that are approximately 
typical of the group as a whole. Suppose it were desirable for a 
committee to plan some in-service training activities for the staff 
of a hospital. In order to be truly representative of the hospital, 
the committee must contain at least one person from each of these 
groups: administration, nursing services, dietetics, pharmacology, 
records and admissions, laboratory, radiology, housekeeping, am- 
bulance, and physicians. 


IV. A FLEXIBLE PROCEDURE FOR PLANNING 


The following approach reduces the complex task of planning 
adult learning activities to six specific steps. This procedure has 
been developed through research and tested with hundreds of 
groups. 

This six-step procedure should be used flexibly—as a guide or 
framework upon which to build. It has proven to be equally useful 
for planning one meeting or a series, an entire course or a single 
session. It is designed to be used by a committee. This overview 
of the six-step procedure will be followed by an example of its 
use and a detailed discussion of each step. 

Step 1. Identify a common interest or need of those who will 
participate. An interest is something the participants would like 
to learn about or come to understand better. We hear people say, 
“I am interested in world affairs.” An interest can serve as a 
starting point in planning adult education activities. If given the 
opportunity, adults can usually identify something they would 
like to learn about. A need is a lack or a deficiency that may be 
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satisfied by means of a learning experience. Needs and interests 
are inter-related. Interests often point toward needs. In order to 
encourage participation, it is helpful to begin with a need or 
interest that is recognized as important by the learner. 

Step 2. Develop topics. Topics are the specific problems, issues, 
questions, and concepts with which the learning activity will be 
concerned. Topics are developed by “breaking down” an interest 
or a need—usually into questions the group seeks to answer. This 
is the statement of the content of the meetings being planned. 
Once the planning committee has listed some topics, it refines 
them, restating whenever necessary, and eliminating duplications. 
Each meeting or session will treat several topics. 

Step 3. Set goals for the learning activity. The planning com- 
mittee sets goals in order to clarify what it hopes to accomplish. 
Goals are the objectives or ends toward which the learning activi- 
ties are directed. Goals are always based on a system of values. 
Thus goals provide a basis for future evaluation. Goals also help 
the committee in establishing the learning activity into logical 
sequences, in selecting the resources and techniques to use, and in 
determining which topics to include or emphasize. 

Step 4. Select appropriate resources. Resources are people and 
educational materials and aids from which the learners can 
seek information. Resources are used to furnish information about 
the topics and help the learners achieve their educational goals. 
Some resources are: people, films, filmstrips, slides, pictures, ex- 
hibits, case histories, annotated reading lists, information briefs, 
charts, maps, books, pamphlets, etc. (The educational aids de- 
scribed in Chapter 5 are resources.) The members of the learn- 
ing group should also be regarded as resources since each has 
experience and knowledge that can be used in the learning situa- 
tion. 

Step 5. Select appropriate educational techniques and sub- 
techniques. A technique is a way of arranging the relationships of 
learners and resources to assist the learners to acquire knowledge 
in a learning situation. Examples are the speech, the panel, the 
colloquy, the field trip, and the demonstration. A subtechnique 
is an educational instrument employed to enhance the effective 
use of a technique. Examples are: buzz sessions, audience reac- 
tion teams, listening and observing groups, question periods, and 
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screening panels. In addition to the information that has emerged 
during Steps 1 to 5 in the planning procedure, the planning com- 
mittee bases its choice of techniques on the (1) size of the learn- 
ing group, (2) characteristics of the group, (3) nature of the 
physical facilities to be used, and (4) the kind and quality of 
leadership available. 

Step 6. Outline each session and the various responsibilities to 
be carried out. Each session or meeting should be outlined in 
detail and placed in a time schedule. Responsibilities should be 
assigned for such tasks as publicity; evaluation; preparing a 
printed program; obtaining and instructing leaders, moderators, 
chairmen, and resource persons. If the learning activity or series 
is to be given a theme, it is at this point that the theme is selected. 


V. How To User THE SIx-sTEP PLANNING 
PROCEDURE—AN EXAMPLE 


The following example is designed to illustrate the six-step plan- 
ning procedure in action. 


A. The situation 


The Lincoln Elementary School Parent-Teachers Association 
meets on the first Friday evening of each month during the school 
year. The school has eight grades, a principal, eight teachers, and 
300 students. It is located in a middle-class suburban area in a 
medium-sized town. 

The Parent-Teachers Association has 100 members, about 50 of 
whom regularly attend the meetings. The typical meeting takes 
the following form: 


7:30-8:15 p.m. Old and new business (awards, committee re- 
ports, minutes, etc.) 
8:15-8:45 p.m. Program (usually a speaker or a performance by 
some of the children) 
8:45-9:00 p.m. Refreshments 
The programs, which are hurriedly planned by a committee 
early each fall, are usually not effective as learning experiences 
and tend to have the following weaknesses: 
1. They are not based on the felt or expressed needs and in- 
terests of the members; 
12 


2. No specific educational goals are set; 

3. A wide variety of appropriate resources are not used; 

4, The speech serves almost exclusively as the learning tech- 
nique; 

5. No systematic evaluation is undertaken; 

6. The group fails to probe deeply into the topics it considers; 

7. There is seldom any use of advance or follow-up study. 


However, the parents and school personnel are sincere and 
willing to learn how to work together more effectively for better 
education for the youngsters. 

One of the P.T.A. members, Dr. Jones (a physician), has re- 
cently had training in the six-step planning procedure. Dr. Jones 
is a member of the planning committee for the year’s program. 

At the November meeting, during the discussion of new busi- 
ness, a parent criticizes the school’s handling of a disciplinary 
problem involving his child. A confusing and somewhat heated 
debate follows during which it becomes clear that there is a need 
for better understanding of discipline and of school policies and 
practices pertaining to discipline. 

Someone then suggests that a committee plan a special meeting 
to study the problems arising out of the discipline misunderstand- 
ing. As there seems to be consensus on this suggestion, the presi- 
dent asks for volunteers to serve on this committee. In addition 
to Dr. Jones, two parents and two teachers volunteer. The princi- 
pal agrees to be available to the committee for consultation. Dr. 
Jones is made chairman of the committee because of his recent 
training in program planning. The committee is representative 
of the total group since it includes men and women, teachers and 
parents, a professional man, a factory worker, and a housewife, 
a young teacher and an older one. In addition it has a member of 
the regular program committee. 


PREPARING THE PLAN 


When Dr. Jones convenes the planning committee at his home 
late in November, he has available a large easel with paper, a 
crayon, and masking tape with which to fasten sheets of paper 
to the wall of his recreation room. The room is well-lighted and 
free from noise or distraction. 
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Dr. Jones makes sure that the committee members know each 
other before beginning the task assigned to them. (The committee 
members have studied a brief mimeographed overview of the 
six-step procedure before coming to the meeting.) Next he briefly 
reviews the six-step procedure and discusses the responsibilities 
of the committee as he understands them: 


1. To plan some special learning activities (for all interested 
parents and teachers) to treat the subject of “Discipline”; 

2. To relate these activities as effectively as possible to the 
regularly-scheduled meetings and programs of the Parent-Teacher 
Association. 


He has found out that the P.T.A.’s regular meeting room will 
be available for use on all week-day evenings in January and 
February except Mondays and Fridays. He has secured the ap- 
proval of the executive committee to spend up to $15 for the 
learning activities. 


B. Planning with the six-step procedure 


The committee works through the six-step procedure under the 
guidance of Dr. Jones. It takes them three two-hour meetings to 
complete the planning. (This time can be cut in half after a 
committee has familiarized itself with the procedure and learned 
to work as a team. ) 


Step 1. Identifying a common need or interest. All committee 
members were present at the recent P.T.A. meeting and heard the 
discussion about various problems relating to discipline. At first, 
there appears to them to be no problem with regard to Step 1 in 
the planning process. The P.T.A. seems to have presented the 
committee with a clear-cut need upon which to base its planning. 
However, the chairman writes the word “discipline” on the easel 
and encourages the committee members to discuss the term. As 
they discuss, it becomes clear that each person is approaching 
the problem from a slightly different point of view. When the 
chairman asks the group to state exactly what need they are 
setting out to satisfy, they find it difficult to agree on a precise 
statement. Is the need for the P.T.A. members: 
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a. To understand discipline as a term? 
b. To agree on what constitutes good discipline? 
c. To learn to work together in the interests of good discipline? 


The discussion reflects these points of view as well as others. 
When the group seems to “bog down,” Dr. Jones suggests that 
they temporarily suspend their efforts to state the need precisely 
and proceed to the next step in the planning procedure with the 
need stated as follows: “To learn more about discipline as it 
relates to home and school.” The committee members accept this 
suggestion. 

Step 2. Developing topics. The chairman assists the committee 
to list the questions, problems, issues, and concerns that come to 
mind with regard to the need the committee is setting out to 
satisfy. In other words, he asks, “What do we wish to learn?” 
He warns the committee against excessive discussion of each 
suggestion and the danger of beginning to answer the questions 
in the committee meeting rather than at the learning activity 
they are planning. The following topics are written on the easel 
and then revised and grouped. 


TOPICS AS FIRST LISTED 


1. What is discipline? 
2. How are children disciplined? 
3. Is whipping desirable? 
4, Is punishment a good form of discipline? 
5. What methods of discipline are used at our schools? 
6. What are current trends in thinking about discipline in 
elementary schools? 
7. What is the parent’s responsibility? 
8. How far do the teachers’ prerogatives go? 
9. What is the principal's role? 
10. In what respects do home and school work at cross- 
purposes? 
11. How can we promote home-school cooperation with regard 
to discipline? 


After the topics have been listed they are revised, combined, 
and grouped in the following manner: 
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TOPICS REVISED AND GROUPED 
The Meaning of Discipline: 
1. What is discipline? 
2. How are children disciplined? 
3. Punishment and discipline 
a. Is punishment good discipline? 
b. Is severe punishment justifiable? 
4, How is discipline taught? 
5. What are current professional trends about discipline? 


Discipline in Our School: 


1. What point of view is held by the principal and teachers? 
2. Are school personnel in general agreement? 
3. What about punishment? 
a. How severe? 
b. How administered? 
4. What are the responsibilities of the teachers, principal, and 
parents? 


School-Home Relationships and Discipline: 


1. Are school and home working at cross-purposes? If so, how? 
2. What are the areas for better cooperation? 
3. What steps can we take first? 


Step 3. Setting goals. The committee then moves on to setting 
goals. Dr. Jones, the Chairman, asks “Why are we going to con- 
duct these learning activities?” What do we hope to accomplish? 
The committee first identifies several possible goals and then re- 
works them and decides to select four goals on which to con- 
centrate. After the goals have been revised, they are as follows: 


1. To encourage parents and school personnel to clarify points 
of view about discipline; 

2. To promote home-school cooperation regarding discipline; 

3. To encourage parents and school personnel to better under- 
stand themselves as they relate to each other and to children; 

4. To identify opportunities for additional study and action 
concerning home and school cooperation. 
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Step 4, Selecting appropriate resources. The committee con- 
cludes its first meeting at this point. The chairman asks one mem- 
ber to bring to the next meeting a list of resource people who 
might be used. He asks another to investigate what pamphlets 
and free materials are available. Another committee member 
agrees to search for films, filmstrips, and slides that relate directly 
to the topics and goals. 

At its next meeting the committee discusses the available re- 
sources and agrees that the most appropriate ones for its purposes 
are: 


1. A free 20-page pamphlet “Discipline and the Elementary 
School Child”; 

2. A 20-minute film entitled “Discipline in our Schools”; 

3. A professor of education at a nearby college. 


It is also pointed out that the teachers and the principal as well 
as the parents themselves have experience and knowledge that 
can be useful in the learning activities being planned. 

The committee then evaluates the resources. It is decided to 
obtain the free pamphlet in sufficient quantity to provide one for 
each home represented at the forthcoming learning activities. 
The film is rejected when its description in the catalogue reveals 
it to be inappropriate and out of date. There is agreement that 
the professor of education could work well with the group to be 
involved and has knowledge that the group will need. A com- 
mittee member agrees to ask the professor of education if he will 
be willing to serve at one or more meetings of the group, what his 
fee will be, and what dates he will be available. 


AN IMPORTANT DECISION 


At this point the committee feels the need to decide more speci- 
fically the nature and extent of the activities to be conducted. 
It decides to hold three two-hour meetings on successive Wednes- 
day nights in January (if the resource person is available to 
serve). This decision is made because (1) the topics fall into 
three related groups, each of which apparently can be adequately 
treated in one session; (2) six hours seems to be an appropriate 
amount of time considering the nature of the group, the resources 
available, and the goals. 


1 F 


Note: The committee then examines the types of meetings 
described in Chapter 6 and decides that the term “institute” best 
fits the series of learning activities it is planning. From this point, 
the committee refers to the learning experience it is planning as 
an Institute. | 

Step 5. Selecting appropriate techniques and subtechniques. 
Before taking this step in the planning procedure, the chairman 
assists the group to review the techniques and subtechniques 
available to it. He allows time for the committee to look over 
Chapters 3 and 4 of this book. Then he reviews the progress made 
thus far—the need, the topics, the goals, and the best available 
resources. The committee learns that the professor of education 
(whom we shall call Prof. Taylor) will be available for all three 
meetings. The task now is to select appropriate techniques for 
three two-hour meetings to be held on successive Wednesday 
nights. The committee lists several techniques which seem most 
appropriate for each meeting. 


1ST MEETING 


THE MEANING OF DISCIPLINE 


Topics 
. What is discipline? 
2. How are children disci- 
plined? 
3. Punishment and discipline 
a. Is punishment good disci- 
pline? 
b. Is severe punishment jus- 
tifiableP 
4. How is discipline taught? 
5. What are current profes- 
sional trends in thinking 
about discipline? 


= 


Principal Resources 


1. Prof. Taylor 
. Pamphlet 


i) 
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Most Likely Techniques 


1. Speech (by Prof. Taylor) 
2. Interview (of Prof. Taylor) 


3. Colloquy (Prof. Taylor 
serves as resource person; 
parents and teachers used as 
audience representatives ) 


Goal 


To encourage parents and 
teachers to clarify their think- 
ing about discipline. 


Since the topics to be considered at the first meeting are largely 
requests for information, the techniques that seem most appro- 
priate are those which allow an authority to present information. 
With only one such person available, the choice was soon nar- 
rowed to the use of the speech, the interview, or the colloquy. 
The committee finally selected the colloquy because: 


1. The audience can become active participants after the 
audience representatives and the resource person have brought 
out essential information; 

2. The use of audience representatives will promote teamwork 
among the participants; 

3. The available resource person is known to be able to operate 
in a flexible manner. 


2ND MEETING 


DISCIPLINE IN OUR SCHOOL 


Topics Most Likely Techniques 

1. The ideas and opinions of 1. Symposium (speeches by 

our principal and teachers. three teachers and _princi- 
pal). 

2. Are school personnel in 2. Panel (discussion by the 

agreement? principal and three teach- 
3. What about punishment? ers). 

a. How administered? 3. Panel-forum (panel discus- 

b. How severe? sion followed by discussion 


4, What are the responsibilities by entire group). 
of the teacher, principal, and 


parent? 
Principal Resources Goals 
1. School principal 1. To encourage parents and 
2. Teachers teachers to clarify their 
3. Prof. Taylor points of view about disci- 


pline. 

2. To promote home-school co- 
operation in understanding 
diseipline. 
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Since the topics seem to call for both the presentation of in- 
formation (numbers | and 3) and discussion (numbers 2 and 4), 
the committee decides to have a panel-forum. Reasons for this 
choice are: 


1. The teachers and principal prefer some kind of discussion; 

2. The audience should be able to participate more intelligently 
in the forum after hearing the information and discussion by the 
panel members; 

3. The physical arrangement is suitable for discussion by the 
entire audience (chairs can be arranged in a large semicircle 
during the forum); 

4, Prof. Taylor is a well-qualified moderator for the panel- 
forum. 


It is decided to modify the panel by means of listening groups 
(see p. 196). The audience will be divided into two groups— 
parents and school personnel. Each group will be given special 
instructions for listening to the panel discussion. Modifying the 
panel with this subtechnique should: 


1. Promote active listening; 
2. Set the stage for verbal participation during the forum. 


38RD MEETING 


SCHOOL-HOME RELATIONS TO THE DISCIPLINE 
Topics Most Likely Techniques 


1. Are school and home work- 1. Group discussion (two or 


ing at cross purposes? If so, 
how? 


. What are the areas for better 
cooperation? 


. What steps can we take first? 


three groups meet simulta- 
neously depending on num- 
ber of persons attending ). 


. Colloquy (school personnel 


and Prof. Taylor serve as re- 
source persons; parents serve 
as audience representatives ). 


. Panel (parents and school 


personnel serve as panel 
members). 


4. Forum (entire group dis- 


cusses together, with Prof. 
Taylor and school personnel 
as resource persons ). 


Principal Resources Goals 
1. The members of the learning 1. To encourage the school per- 
group. sonnel and parents to under- 
2. School personnel. stand themselves better. 
3. Prof. Taylor. 2. To identify specific ways to 


promote home and school 
cooperation and understand- 
ing in the application of dis- 
ciplinary measures. 


The committee decides to have discussion groups followed by 
a forum. Two or three groups (depending on the total attend- 
ance ) will discuss topics number 1 and 2 simultaneously in sepa- 
rate rooms. Prof. Taylor will circulate among the groups as a 
resource person. Then the moderator of the forum will report to 
the total group about conclusions reached in the discussion groups 
concerning these two topics. The total group will then discuss 
topic number 3 under the guidance of a moderator (the forum). 
During the forum, Prof. Taylor and a teacher will serve as re- 
source people. The educational techniques (group discussion and 
forum) are selected because: 


1. The topics indicate discussion; 

2. The entire group should be able to discuss them intelligently 
by the third meeting; 

3. Trained leader's are available for the discussion groups; 

4. The necessary physical arrangements can be made for both 
the forum and the discussion groups; 

5. These techniques seem appropriate to help achieve the goals. 


Step 6. Outlining each activity and the responsibilities to be 
carried out. 


a. The outline and timetable. In the outline and timetable that 
follow, it is assumed that the necessary leadership and resource 
persons for the various techniques have been contacted and are 
willing to serve during the Institute. 
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The chairman calls the committee’s attention to the fact that in 
each case their selection of techniques has been based on the 
following factors: (1) the group’s size and characteristics; (2) the 
uses, advantages, and limitations of the technique; (3) the topics 
to be treated and the goals to be achieved; (4) the available re- 
sources; (5) the available physical facilities; and (6) the avail- 
ability of competent leadership. 


b. The responsibilities still to be carried out: 


(1) Preparing for follow-up study and action. Despite satisfac- 
tion with its planning thus far, the committee is still concerned 
about two matters: (a) how to establish communication between 
the participants in the Institute and the members of the associa- 
tion who do not attend, and (b) how best to reach their goal 
“to identify opportunities for more study and action concerning 
home and school cooperation.” They wish to share some of the 
benefits of the Institute with those who do not attend and they 
wish to capitalize on the teamwork and cooperation generated 
during the Institute. To help accomplish these ends they decide 
to request time at the regular monthly meeting of the association 
to present some of the key ideas that emerge from the Institute. 
Through the cooperation of the program chairman and the presi- 
dent of the association permission is obtained for a 40-minute 
presentation during the February meeting of the organization. 
(This session will be planned after the Institute. ) 

The Institute planning committee then decides to appoint three 
“content observers” who will seek to identify opportunities for 
more study and action during the Institute. These observers will 
write the ideas and suggestions that emerge and are within the 
concern of home-school cooperation. At the close of the Institute 
they may be asked to read their suggestions. Or they may wait 
until after the Institute when they have had a chance to compare 
notes and test their ideas with P.T.A. officers and school person- 
nel. The observers may serve as the nucleus of a committee 
designed to exploit the benefits of the Institute and see that the 
learning leads to further learning opportunities, action, and im- 
provement of the relationships in general. 

(2) Choosing a theme. It is decided to use “Disciplining Our- 
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selves and the Children” as the theme for the Institute. This 
theme should stimulate the interest of the participants and remind 
them that self-understanding is an important factor in discipline. 

(3) Preparing a printed program. The committee discusses the 
need for distributing a printed program to arouse interest in the 
Institute. Some members feel that printed programs will not be 
necessary. The final decision, however, is that programs will be 
used, One teacher agrees to prepare the initial copy of the pro- 
gram, basing it on the schedule for each session; another assumes 
responsibility for the mimeographing of the program, after getting 
permission from the principal to use school materials and equip- 
ment for the job. 

(4) Obtaining materials. A member of the planning committee 
agrees to get the necessary number of copies of the free pamphlet 
and distribute them at the first meeting. 

(5) Preparing for evaluation. As the outline of the program 
and timetable show, the committee has set aside five minutes at 
each meeting for written evaluation by the participants. It is de- 
cided that post-meeting reaction sheets will not be used to obtain 
the desired information. Rather, each participant will be given 
paper and pencil and asked to make any comment that he desires 
about each meeting. The planning committee member who has 
agreed to serve as coordinator for the Institute accepts responsi- 
bility for collecting and analyzing this information. He will pre- 
pare a summary of his findings for an evaluation meeting of the 
committee to be held soon after the Institute. The committee 
members will then discuss the reaction of the participants and 
their own impressions in the light of the goals set for the Institute. 

(6) Arranging the facilities. It is decided that responsibilities 
for audience comfort and the physical set-up need not be carried 
out by a member of the planning committee. A P.T.A. member 
expected to be at the Institute will be responsible for this task. 
A member of the planning committee agrees to contact this per- 
son and instruct him about how to arrange the tables and chairs, 
what room temperature is desirable, and where to place the 
registration table. 

' (7) Instructing those with educational responsibilities. The 
committee now examines the outline and timetable to discover 
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which persons will need instructions in advance of the Institute. 
The Institute coordinator is reasonably clear about his responsi- 
bilities since he was a member of the planning committee. The 
same is true of Dr. Jones who is to moderate the colloquy at the 
first meeting and the forum at the third meeting. Dr. Jones agrees 
to instruct the resource persons participating in the colloquy and 
the forum and to see that Prof. Taylor receives an honorarium. 
Another committee member agrees to instruct the moderator and 
panel members for the panel-forum at the second meeting. An- 
other agrees to instruct the discussion leaders and resource per- 
son for the third meeting. (Elsewhere in this book will be found 
information about instructing persons having educational re- 
sponsibilities in the techniques to be used at the Institute.) 

(8) Arranging for publicity. Since the Lincoln School P.T.A. 
has a publicity chairman, it is decided to ask her to handle news- 
paper publicity for the Institute. A member of the planning com- 
mittee agrees to ask her and to see the principal about sending 
printed announcements home with the children. Another kind of 
announcement is to be made at the next monthly P.T.A. meeting 
since one will be held before the Institute. (It will be necessary 
to clear this with the P.T.A. president. ) 

(9) Encouraging advance study. No advance study will be 
suggested to those participating in the Institute. The pamphlet 
“Discipline and the Elementary School Child” will be distributed 
by the coordinator at the close of the first meeting. The coordi- 
nator will encourage the Institute participants to read the pam- 
phlet carefully before the second meeting. 

(10) Preparing for registration. A P.T.A. member who is not 
on the planning committee will be asked to supervise registration. 
The planning committee decides (a) what information to obtain 
from each registrant; (b) whether or not to use name badges; 
(c) the specific tasks of all persons involved in registration; and 
(d) who is to be responsible for any fees that are collected. It is 
decided to assess each participant a registration fee of 25¢. 
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VI. AN ANALYSIS OF THE EXAMPLE 


A. In terms of identifying educational 
needs and interests 


1. Why begin with needs and interestsP We have seen that the 
six-step planning procedure begins with the discovery of inter- 
ests and needs of those persons expected to participate in the 
learning activity. It is essential to give people opportunities to 
identify their interests and needs to help motivate them to par- 
ticipate actively. With guidance and training, adults are capable 
of sharing in the development of the activities planned with them. 
When the participants are consulted about their educational 
needs and interests, they tend to accept responsibility for the 
learning venture. 

Persons inexperienced in planning often begin with techniques 
or resources. That is, they select how information is to be ac- 
quired and goals achieved before they determine what is to be 
learned and achieved. Logic dictates that we determine how to 
achieve something after deciding what to achieve. This is why 
we begin the planning process with the consideration of needs 
and interests. 

2. Some characteristics of interests and needs. An interest can 
be something the participants would like to learn about or come 
to understand better. We hear people say, “I am interested in 
world affairs,” or “I am interested in knowing about mental 
health.” They may be identifying an interest which can serve as 
a basis for planning. 

A need (educational) is characterized by a lack or deficiency 
that can be satisfied through learning experiences. We seek ac- 
tivities through which we can satisfy the needs we feel. Needs 
and interests are interrelated. Interests usually point toward 
needs. An interest is usually the expression of a need we feel. 
When our needs and interests coincide we are usually motivated 
toward a learning experience. 

It is often said that a key to successful adult education is the 
situation or problem-centered approach. The adult tends to see 
life as a series of problems or obstacles he must overcome or 
with which he learns to live. He is usually more likely to involve 
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himself in a learning activity centered in problems than in 
organized subject matter like psychology, history, economics, etc. 
Thus, problems—undesirable conditions or obstacles—often pro- 
vide a starting point in helping adults to identify their educational 
needs and interests. 

Adult educators identify and describe various kinds of needs. 
It is useful to differentiate between a felt need and a real need. 
The need for distinction is based on the idea that a person fre- 
quently cannot tell which is felt and which is real. Sometimes the 
need he feels is likely to be something he mistakes for a real need. 
The astute adult educator can often be of help to these persons 
by helping the participants properly to identify their needs. 

Another useful term is the symptomatic need. This refers to the 
manifestation of a need which the originator considers real but 
which may be merely a clue to a real need. 

When asked to identify their needs, adults often mention some- 
thing broad, general, or impersonal. For example, an industrial 
foreman has been having difficulties with some of the men he 
supervises. He may need to learn to understand himself in rela- 
tion to the men with whom he works. But often he will identify 
his need as the developing of a smoother working system or the 
selecting of better personnel. We often try to resist recognizing 
our real needs. We sometimes prefer to deal with vague or im- 
personal symptomatic needs. This may be because we have not 
learned that cooperative educational experiences can produce 
desirable group and personal change. We talk about planning a 
program but not about deliberately changing our behavior. Yet 
a factor in program planning is an attempt to change our be- 
havior in a desirable direction through legitimate learning ex- 
periences. 

We cannot always definitely distinguish a real need from a 
symptomatic need. Often we must proceed on the basis of a need 
the participants have identified. We must begin where people 
are. This idea recognizes the learner’s present intellectual and 
emotional condition as the logical starting point for an attempt to 
help him grow and mature. 

3. The P.T.A. example analyzed. In the example described 
above we saw the occasion for planning learning activities arise 
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out of a problem—a disciplinary problem. As soon as parents 
and school personnel began disputing about discipline, they be- 
came part of the problem. When the dust settled a bit, they 
recognized a need—a need to learn more about discipline. As the 
planning committee worked through the six-step planning pro- 
cedure, there emerged the awareness of other needs besides 
intellectual understanding of the concept “Discipline.” The com- 
mittee members began to realize that the P.T.A. members— 
parents and school personnel—needed to learn to work together 
and to try to understand each other. They had known about 
this before they began this process. (The stated goals of P.T.A. 
stress cooperation.) However, this deep, real need must con- 
stantly be rediscovered. 

Thus, properly working through the six-step planning proce- 
dure tends to insure that programs will be centered in the real 
needs of the participants. The planning committee’s task can be 
thought of as gradually moving from interests and felt or sympto- 
matic needs toward fulfilling real needs. When the learning ac- 
tivity is conducted, almost the same condition will exist: the 
participants frequently will not want to expose their real needs. 
But if the program has been carefully planned, if the proper re- 
sources and techniques are used, and if the leadership is skillful 
and patient, a climate will develop in which the participants will 
feel free to reveal their real needs and receive educational help. 
Sometimes the revealing of our real needs is deferred until after 
the learning activity has been conducted. The learning activity 
or its evaluation can awaken us to the recognition of a real need 
that we can satisfy by further study or action. 

Thus, the entire educational process—planning, conducting, 
evaluation, follow-up—can be seen as a movement from broad, 
impersonal interests and felt needs toward the identification and 
satisfaction of real needs that gradually emerge. This process re- 
quires skilled and patient leadership and useful resources. It is 
not a magical process that comes about because people are meet- 
ing in groups. We saw in the P.T.A. example that (a) the plan- 
ning committee was led by a person who had training in program 
planning; (b) the Institute involved the use of an outside re- 
source person who had expert knowledge about the topics to be 
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considered; and (c) that learning situations were carefully de- 
signed to encourage the learner to recognize his needs and desire 
to change. 


4. Ways to discover needs and interests. 


a. Conducting interviews.* Informally questioning some of the 
persons expected to participate can uncover some needs and 
interests. Sometimes the persons interviewed are given free rein 
to suggest any problem, issue, need, interest, or subject that they 
would like to see discussed or learn more about. Sometimes they 
are asked to state their preferences from among several choices. 
It is usually advisable to use more than one interviewer in 
order to: 


(1) Insure against hearing only what you want to hear; 
(2) Get a wide selection of interests and needs; 
(3) Actively involve several persons in the planning. 


It is often useful to ask each person interviewed what problems 
he would like to overcome (rather than what he thinks his 
educational needs are). 

b. Circulating a check list. A brief check list of suggested edu- 
cational needs and interests can be circulated among (or mailed to) 
all or part of the potential participants. This allows the participant 
to choose among several suggested needs and interests. Since the 
check list greatly restricts the possible responses of those filling 
it out, it is most effective when used to narrow down the par- 
ticipants’ interests and needs after they have previously had an 
opportunity to identify broad areas of interest and need. For 
example, if a group has expressed interest in learning about cur- 
rent world affairs they can be asked to make a final choice among: 
The United Nations, U.S. Foreign Policy in the Middle East, Far 
Eastern Tensions, and Inter-Nation Cooperative Agreements in 
Europe. 

c. Taking a problem census. During a learning activity, the par- 
ticipants can be asked to identify needs and interests for future 
activities. This is usually done at the close of a meeting. The 
group can be divided into small groups of six to eight persons 


* The word interview is used here in a different sense from its use described 
as an educational technique in Chapter 3. 
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(buzz sessions ). Each group appoints a leader and talks together 
for 10 to 20 minutes about interests, needs, topics, subjects, 
problems, and issues they would like to recommend for future 
meetings. Each group is encouraged to make one or two recom- 
mendations, or the groups can be asked to choose among several 
needs which have emerged while the meeting was in progress. 

d. Using observers. In the P.T.A. example we saw how the plan- 
ning committee used observers to identify needs for further study 
and action. These observers were not to concern themselves with 
the learning process but rather with the content of the Institute. 
As the Institute was conducted, they were to make a list of some 
emerging problems which needed further study and action. 

e. By informal discussion and observation. Sometimes the per- 
son in charge of the program can speak to a number of con- 
cerned people over a period of time and thereby gather con- 
siderable information which can help him to develop a program 
based on need. 

5. When needs and interests have been prescribed. Many times 
we find ourselves starting the planning process with a need or 
interest already prescribed. For example, many clubs and organi- 
zations follow a yearly program in which the main topic, theme, 
or subject for each meeting has been selected in advance by a 
national headquarters or a writer of materials. The six-step plan- 
ning procedure is also applicable to these conditions. When the 
interest or need is predetermined, the planning then begins at 
Step 2—developing topics by breaking down the interest or need 
into the specific problems, issues, questions, or concepts with 
which the learning activity will be concerned. If both the interest 
or need (Step 1) and the topics (Step 2) are prescribed, planning 
can begin with the setting of goals (Step 3). In other words, the 
six-step procedure is a flexible framework that can be used in 
part or in its entirety. 


B. The P.T.A. example analyzed in terms of 
goal-setting and evaluation 

The setting of goals helps us to remember that something should 

result from our educational programs. We usually admit that 

programs ought to lead somewhere—to something more than 
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mere words. But our groups tend to avoid doing anything about 
it. When asked to set goals, people often say, “We all know why 
we are planning the program. Why take the time to write down 
our reasons?” This reluctance often stems from fear of publicly 
admitting the confusion we feel. Setting goals is painful. It is 
easier to remain vague than to accept responsibility for planning 
adult education activities designed to achieve specific results. 

1. What are some characteristics of goalsP Goals selected for 
adult education activities tend to fall into two general classifica- 
tions: (a) those which give specific direction to planning what 
will happen at the meeting and assist in the planning of the learn- 
ing situation, and (b) those which set forth desirable anticipated 
results. The latter might be called outcome goals. The former 
are allied to purposes and are often called task goals. A task goal 
helps us to decide which topics to emphasize, which resources 
and techniques to employ. An outcome goal focuses attention on 
the changes that the program is designed to bring about—usually 
changes in behavior of the persons participating. 

Goals are related to needs and often arise out of needs. A goal 
might be described as a specific statement of the intention to 
meet a need. 

Goals always stand in relation to a value system or a set of 
assumptions about what we believe. Usually this value system is 
implicit. In the P.T.A. example, we saw the committee select this 
goal: “To Promote Home-School Cooperation Regarding Disci- 
pline.” It is clear that those who selected this goal place value on 
cooperation. Cooperation is held to be desirable, and therefore 
part of the value system of those who stressed it. 

Many times a goal is inappropriate because we are starting 
from an undesirable value or assumption. For example, a com- 
mittee was planning a program about the “Redevelopment of a 
Portion of Our Community.” The theme of the meeting was to 
be “Is Redevelopment Necessary?” This goal was proposed: “to 
learn how we can prevent redevelopment.” After intense and 
frank discussion, the committee came to the conclusion that the 
goal should read as follows: “To identify in ourselves obstacles to 
objectivity in considering redevelopment.” This committee recog- 
nized a need to change values underlying the goal that first 
seemed desirable. 
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2. Criteria for effective goals. 


a. Goals should be realistic and specific. It should be reason- 
able to hope that a particular goal can be achieved. If goals are 
merely remote desires, rather than anticipated outcomes, they 
do not motivate the learner. Rather than broad generalities, goals 
should be expressed in clear-cut, understandable language. For 
example, “to encourage further study” is vague, while “to moti- 
vate at least 50 per cent of our group to buy and read one pam- 
phlet” is specific. 

b. The learner or participant should share in choosing the goals. 
True, this is not always possible. However, opportunities to en- 
courage the participants to share in selecting goals are frequently 
overlooked. Planning by a representative committee should not 
be accepted as the only substitute. The planning procedure can 
usually be interrupted long enough to permit the expected par- 
ticipants to express preferences and become involved in selecting 
goals. When a learner has helped to identify and select goals 
that will produce a change in behavior, he is more likely to 
understand the need for and nature of behavioral change. 

c. Good goals are expressed in terms of behavior as well as in 
terms of knowledge to be acquired. One goal set by the planning 
committee in the P.T.A. example was “to identify opportunities 
for more study and action concerning home and school coopera- 
tion.” This goal can only be achieved in terms of people doing 
something about it. Someone will have to follow up to see if this 
occurs, Thus, this goal should be useful for evaluation purposes. 


3. Goals and evaluation. Educational evaluation is concerned 
with judging the extent to which constructive learning takes 
place. In one sense of the word, evaluation goes on throughout 
the planning and conducting of a learning activity; people are 
continually making judgments about the worth of their learning 
experiences together. However, a more precise use of the term 
“evaluation” restricts it to conscious, organized attempts by the 
teacher-leaders, the planning committee, or the entire learning 
group to measure the extent to which the learning goals have 
been achieved. Results are measurable only in terms of the de- 
sired outcomes. Thus, thorough-going evaluation involves meas- 
urement and testing. Few adult groups are now equipped to do 
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this. However, there is a great deal to be gained from approach- 
ing evaluation in a more systematic and objective way than we 


usually do. 


4. Ways to get information for evaluating. 


a. Post-meeting reaction sheets. It is now common practice to 
have participants fill out a brief questionnaire at the close of an 
educational program or meeting. In the case of a single program, 
the term “Post-Meeting Reaction Sheet” is often used, saving the 
term “questionnaire” for a series of programs. Throughout Chap- 
ters 3 and 4 of this book are examples of check lists that can be 
adapted for obtaining post-meeting reactions. 

b. 3x 5 cards. One or two revealing questions can be answered 
on a 3x 5 card. For example, participants can tell what part of 
the program they found most useful. Be sure to ask significant 
questions which are carefully worded. A question such as “What 
is the most useful idea you got from the program?” or “Which 
ideas seemed to apply to your own problems?” will get a better 
answer than “How did you like the program?” Cards are easy to 
handle and can be placed on chairs before a meeting starts. 

c. Interview. People can often be questioned informally about 
their reactions before they leave a meeting or telephoned after 
they have had time to reflect about it. Important here is the fact 
that the interviewer must know what he wishes to learn. He will 
need a list of questions, even though he may not show these 
questions to the person he is interviewing. 

d. Observer. One or more persons can have the job of studying 
a learning situation as it unfolds. Like the interviewer, the ob- 
server must clearly understand what he is looking for. He might 
gather data about (1) the way certain duties are performed (e.g., 
chairman, panel moderator ), (2) the appropriateness of resources 
in relation to the topics and goals, and (3) the way the partici- 
pants reacted to various parts of the program. 

e. Participants discuss program. At the close of a meeting the 
participants can be asked for their reactions by having small 
discussion groups, or through a kind of committee-of-the-whole 
discussion. Discussion should be carefully planned with regard to 
time and purpose. Failure to do this may result in (1) superficial 
remarks, bouquet throwing, or buck passing, (2) loss of the en- 
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thusiasm engendered by the program, or (3) hurt feelings. De- 
spite these dangers, discussion can be profound and revealing. 

f. Planning committee critique. A planning committee can 
convene immediately after a program for the purpose of com- 
paring notes and discussing how well the program was conducted. 
They should avoid letting their critique seem to be a closed 
club meeting to talk about people. 


5. Evaluation as a series of steps. The following procedure may 
be a helpful way of thinking about evaluation. It is a series of 
steps that can be begun as soon as the goals for a learning ac- 
tivity have been set. 

a. Break down each goal into specific outcomes. These antici- 
pated results should be stated as clearly as possible and expressed 
in specific terms. 

b. Decide what information or evidence would be helpful in 
judging the extent to which the goals have been achieved. For 
example, suppose a goal was to motivate a group of women to 
undergo physical examinations regularly. Evaluation would re- 
quire information about the frequency with which each woman 
participating underwent physical examinations before and after 
the learning experience which is being evaluated. 

c. Decide where, when, and how to get the information you 
need. This usually means developing questionnaires, planning 
interviews, critiques, observations, etc. In the case of the example 
just cited, physicians’ records could provide the necessary infor- 
mation. 

d. Obtain, tabulate, and summarize the needed information. 
After obtaining the information, it is helpful to draw up sum- 
maries of the findings for convenient use of those involved in the 
evaluation. 

e. Interpret the information obtained. Make judgments about 
the extent to which the goals were achieved. Try to be as ob- 
jective as possible when making these judgments. Try to avoid 
the temptation to find what you hope to find regardless of the 
evidence. 

f. Act on the findings. Decide what action is appropriate. What 
new learning activities are needed? Inform those who partici- 
pated in evaluation what you have learned and how they were 


helpful. 
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In the P.T.A. example we saw that the planning committee set 
definite learning goals and that these goals were specific enough 
to lend themselves to evaluation of results. When the committee 
reached Step 6 in the planning process, one member took re- 
sponsibility for guiding the evaluation of the Institute being 
planned. It was decided to base its evaluation on the impressions 
of the planning committee and on information obtained from the 
participants at the end of each meeting. After the Institute, the 
committee would make judgments regarding the extent to which 
the goals were achieved. 

The person in charge of evaluation did the following: 


1. Insisted that the planning committee make its goals specific 
enough to permit evaluation; 

2. Prevailed upon the planning committee to set a specific date 
for evaluating the Institute; 

3. Developed a post-meeting reaction sheet to be distributed 
at each session of the Institute; 

4, Arranged to have the post-meeting reaction sheets repro- 
duced in quantity, distributed, and collected at each meeting 
(working closely with the Institute coordinator ); 

5. Tabulated the information obtained on the post-meeting 
reaction sheets and summarized the information, reproducing it 
in quantity for the evaluation meeting of the planning committee 
after the Institute; 

6. Served as a resource person at the evaluation meeting of the 
planning committee; 

7. Took initiative to see that appropriate action resulted from 
the evaluation sessions. 


C. The P.T.A. example analyzed in terms 
of topics, resources, and techniques 


We said that topics are the specific problems, issues, questions, 
and concepts that the learning activity will treat. They represent 
statements describing the content of the program to be con- 
ducted. Each meeting or session usually treats several topics. 

We saw the P.T.A. planning committee list topics rapidly on 
the chart pad in their own language. They set down questions 
and issues as they saw them. They did not merely have an expert 
come to the P.T.A. and talk about discipline in his terms. 
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When they examined their topics they found that they fell into 
three broad categories: 


The Meaning of Discipline 
Discipline in Our School 
School-Home Relationships and Discipline 


These three categories formed the basis for the three sessions of 
the Institute. 

Further examination of the topics reveals that (1) some are 
requests for factual information (e.g. What is discipline? ), while 
others are (2) matters of opinion (e.g. Are school personnel in 
general agreement?), or (3) issues that invite discussion (e.g. 
What are areas for better cooperation? ). 

The planning committee faced the task of selecting techniques 
that lend themselves to the exploration and management of the 
topics at hand. An example: for the third meeting they needed a 
technique that would be suitable for discussing and identifying 
“Areas for Better Cooperation.” Had they chosen a speech—by 
the principal or their outside resource person, Prof. Taylor—the 
audience would have heard one man’s opinion as to areas for 
better cooperation. But one goal for the session was to pro- 
mote better home-school cooperation regarding discipline. Thus 
it seemed essential to involve the audience in identifying the areas 
of cooperation if the audience was expected to act as a result of 
the learning activity. 

The forum is a technique for involving a large audience in dis- 
cussion. It requires a competent moderator, one or more resource 
persons and audience members who have enough knowledge 
about the topic to discuss it effectively. All of these conditions 
could be met. The forum was selected because it was the ap- 
propriate technique: 


1. In terms of topics (content to be treated), 

2. In terms of the goals that had been set, 

3. In terms of resources available, 

4, In terms of available leadership, 

5. In terms of the characteristics of the audience or participants 
to be involved in the learning experience, 

6. In terms of its own characteristics as a technique. 
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VII. REsuME oF FaAcrors TO CONSIDER WHEN 
SELECTING ADULT EDUCATION PROCEDURES 


A. The learner or participant 


His needs and interests; his background: vocational, cultural, 
educational; the extent of his knowledge about what is to be 
learned; his age and physical condition. Also important are the 
learner's expectations: how he looks on the learning experience 
intended for him. Important, too, is the size of the group to be 
involved. Certain procedures work most effectively with larger 
groups, others with smaller groups. The average age of the group 
members must be taken into consideration. Older persons often 
have physiological handicaps (vision, hearing) which must be 
taken into account. Persons planning adult education experiences 
should constantly answer this question: “What kind of a person 
am I working with?” 


B. The physical environment 


The setting should be an appropriate one for adults and for the 
specific activities to be conducted. Some procedures require a 
specific physical arrangement. 


C. The leadership available 


Qualified leadership and guidance is essential. Many procedures 
require specific leadership skills if they are to be used success- 
fully. 


D. The topics, goals, and resources 


That is, what we wish to learn, why we wish to learn it, and who 
or what can help us learn. 


E. The characteristics of the procedure to be used 


Its nature, its uses, its advantages and limitations, and its pattern 
of communication. 


F. The institution—its expectations and concerns 


Sometimes the goals and the expectations of the institution (i.e. 
the school, church, industry, etc.) are either different than those 
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of some of the persons who are members of the institution, or 
are not mutually understood. The procedures selected should be 
appropriate to the task of assisting participants to identify the 
possibility of these differences as well as understanding them. 

The next three chapters describe the characteristics of various 
adult education procedures. 
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CHAPTER 3 


Fourteen Educational Techniques 


The adult educator, or persons responsible for planning a learn- 
ing activity, must arrange learners and resources in such a way 
as seems best suited to the acquiring of information, the exchange 
of views, or whatever learnings are desired. Thus the adult edu- 
cator structures the learning situation. He decides what patterns 
of learning procedures will be appropriate and how people can 
be encouraged to interact with each other. One type of struc- 
ture—panel, or speech, or field trip, etc.—is called a technique. 

As we have seen in Chapter 2, techniques should be carefully 
chosen. No one technique is suited to all situations. We must 
carefully diagnose our educational problem before selecting a 
technique. 

The techniques described in this chapter are not finite and 
inflexible. They can be adjusted and adapted to the situation at 
hand. The skillful adult educator adapts and modifies these basic 
techniques and uses them in many combinations so that he has 
almost endless possibilities for the different situations that con- 
front him. 

One way to modify or adapt a technique is through the use of 
appropriate subtechniques outlined in Chapter 4. 


I. CoLLoguy 


A. What is a colloquy? 


A colloquy is a modification of the panel using six or eight per- 
sons—three or four representing the audience and three or four 
resource persons or experts (if only one resource person is avail- 
able, proceed with him). A moderator directs the proceedings. 
The colloquy members, selected from and representing the audi- 
ence, ask questions, express opinions, and raise issues to be 
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treated by the resource persons (experts). The general audience 
listens, but occasionally they may participate under the guidance 
of the moderator. 


B. When should the colloquy be used? 


The colloquy may be the correct technique to use when topics 
and goals point toward doing one or more of the following: 


1. Stimulating interest in a topic; 

2. Identifying, clarifying, or solving problems; 

3. Identifying and exploring issues; 

4. Bringing expert knowledge to bear on problems and needs 
as they emerge from discussion; 

5. Giving the audience opportunities to understand the com- 
ponent parts of a topic; 

6. Weighing the advantages and disadvantages of a course of 
action; 

7. Reducing the natural barriers that usually stand between a 
large audience and resource persons, thereby helping to estab- 
lish rapport between the audience and those on the platform; 

8. Offering resource persons the opportunity to get a clear 
picture of the audience’s knowledge of the topic(s). 


C. Who are the personnel involved? 


1. The moderator is the person who guides the discussion of 
the resource persons, the audience representatives, and the audi- 
ence. He is skilled in the use of techniques of discussion and 
stimulating participation in a large audience. He should be able 
to guide the discussion in such a way as to take advantage of the 
flexibility of this technique. 

2. The resource persons are usually one to four persons chosen 
for their particular knowledge and interest in the subject to be 
discussed and their ability to participate in an informal way. 

3. The audience representatives are chosen for their interest in 
the topics and their ability to ask questions and make intelligent 
comments so as to clarify the topics for themselves and the audi- 
ence. They can be chosen in advance by the planning committee 
or during the meeting. 

4, The audience is usually composed of persons interested in 
the topic(s). Their presence at the meeting is an indication of 
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some interest. Their intellectual levels and interests will vary 
considerably. However, it is essential to adapt the program to 
the needs and interests of the audience. 

If controversial issues are involved, many of the audience mem- 
bers will have made up their minds one way or another before 
they come to the meeting. Some know very little if anything about 
the topic(s) and others are well informed. The group may con- 
tain persons who are unable to relate the topic(s) to their own 
experience. Another part of the audience may be persons who 
know something about the topic(s) to be discussed but have not 
come to any definite conclusions. 

The character and amount of the participation often depends 
on: 


a. The original interest and that which may be stimulated 
during the meeting; 

b. The skill of the moderator in handling the discussion; 

c. The knowledge of the audience about the topic(s) under 
discussion; 

d. The ability and willingness of the resource persons to answer 


the questions sympathetically and understandably. 


D. What is the usual pattern of communication? 


It is important to know something about the normal flow of 
verbal participation when the colloquy is used. The diagram be- 
low shows that there can be verbal participation by all—the 
moderator, each resource person, each audience representative, 


RESOURCE 
PERSONS 


and the audience. It also shows that the audience's contributions 
are usually routed through the moderator and that the greater 
part of the verbal participation will usually be between the re- 
source persons and the audience representatives. The latter do 
not necessarily route their contributions through the moderator. 


E. Advantages and limitations of the colloquy 
1. Advantages: 


a. The colloquy permits a large audience to be represented 
and also offers them some opportunity for direct participation; 

b. Audience representatives can get clarification if a vague or 
abstract statement is made by the resource person; 

c. Resource persons tend to consider carefully the problems 
and needs of the audience; 

d. The colloquy encourages the audience to feel responsibility 
for their representatives and therefore to listen and participate 
actively; 

e. The natural barriers that usually stand between audience 
and resource persons tend to be reduced with this technique; 

f. The colloquy permits considerable flexibility in the learn- 
ing situation since the moderator can guide discussion toward 
topics of concern as they emerge. 


2. Limitations: 


a. Experienced moderators who understand the functioning of 
the colloquy are not always available; 

b. The audience and its representatives may not be sufficiently 
informed to ask meaningful questions of the resource persons; 

c. The audience members may hesitate to participate actively; 

d. The resource persons are not always willing to listen to the 
questions and make their remarks relatively brief and to the 
point. 


F. Check list for appraising the colloquy 


This check list can be used as a help in deciding whether or not 
the colloquy is an appropriate technique to use for a particular 
adult learning situation. If the answers tend to be “no” or “un- 
decided.” consider using another technique. 
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1. Do topics and goals point toward the 
need for a technique with a great deal of 
flexibility? 

2. Would this technique help to reduce 
the barriers between resource persons and 
the audience? 

3. Would the use of a colloquy encourage 
resource persons to consider carefully the 
needs and interests of the audience? 

4, Is reluctance to participate expected 
(so that the presence of the audience rep- 
resentatives may help to encourage verbal 
participation by the group as a whole)? 

5. Is the audience expected to be so 
large as to make representation advisable? 

6. Will the use of audience representa- 
tives stimulate interest on the part of the 
audience? 

7. Are resource persons available who: 


a. Are well-grounded in their field? 

b. Can operate flexibly in an informal 
manner? 

c. Can make direct, brief comments? 


8. Is a moderator available who has the 
following qualifications: 


a. Has enough knowledge about the 
topic and goals? 

b. Can instruct the audience representa- 
tives and resource persons? 

c. Can promote effective discussion? 

d. Can encourage participation by audi- 
ence members? 

e. Understands the colloquy as a tech- 
nique? 

f, Can remain neutral and show interest? 
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9. Are qualified audience representatives 
available? 

10. Can the necessary physical set-up be 
made? 

11. Are there other techniques that might 
be more appropriate choices? 

If yes, what are they and why? 


G. What are the responsibilities of the 
colloquy members? 


1. What does the moderator do? 
a. Prior to the colloquy, the moderator: 


(1) Plans for physical arrangements that will aid informal dis- 
cussion and problem solving; 

(2) Has clearly in mind the topics to be dealt with and the 
desired goals; 

(3) Carefully studies the characteristics of the group that is 
anticipated. He considers the age, sex, background, and points 
of view of the audience: What will they have in common? In 
what respects will their interest in and knowledge of the topic(s) 
vary? What are the implications of all this for the conducting of 
the colloquy and for orienting the resource persons? 

(4) Plans for audience participation and determines the point 
in discussion at which the audience will be invited to participate 
verbally; 

(5) Plans and carries out steps to encourage advanced reading 
and follow-up study; 

(6) Gets acquainted with the resource persons, and the audi- 
ence representatives* explaining the following to them: 


(a) The topic(s) to be covered and the goal(s) to be reached, 


* Sometimes the audience representatives are selected only a few minutes 
before the beginning of the colloquy. In this case it may be possible to give 
them a brief orientation. When instructing audience representatives under 
these conditions, stress the mechanics of the colloquy and explain exactly 
what is expected of them. 
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(b) The relationship of this colloquy to other parts of the 
meeting or series, 

(c) The mechanics of the colloquy, 

(d) The characteristics of the expected audience and their ap- 
parent needs and interests regarding the topics to be considered, 

(e) The need for audience representatives to develop some 
questions and comments to put to the resource persons; 


(7) Plans the introduction that he will present at the beginning 
of the colloquy. This brief presentation should contain the fol- 
lowing information: 


(a) The topic and goals and their importance—what the 
audience can expect to gain, 

(b) How this colloquy fits in with a larger program, if such is 
in progress, 

(c) How the colloquy works and the responsibilities of all 
persons involved, 

(d) The names and qualifications of the resource persons, 

(e) The names of the audience representatives, 

(f) The need for active listening, 

(¢) When and how the audience is to participate, 

(h) The amount of time available for the colloquy. 


b. During the colloquy, the moderator: 


(1) Presents his introduction (see above); 

(2) Encourages and develops audience participation, at the 
time decided on for their participation; 

(3) Restates and clearly directs the questions asked by the 
audience representatives and by individuals from the audience to 
the appropriate resource persons (if necessary). He refrains from 
entering into the discussion or answering questions; 

(4) Tries to develop and maintain a friendly and informal 
atmosphere; 

(5) Recognizes members of the audience one at a time; 

(6) Makes practical applications within the knowledge of the 
audience; 

(7) Directs the course of the discussion to fit situations that 
arise; 

(8) Remains neutral if controversy arises; 
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(9) Tries to prevent a monopoly of talk by one person or a 
few; 
(10) Summarizes when it is necessary: 


(a) To avoid destructive conflicts, 

(b) To get ready to move on to a new phase in the discussion, 
(c) To keep all participants on the topic under discussion, 
(d) To clarify when the group seems to be confused. 


(11) Allows an appropriate amount of time for each topic 
under discussion, trying to prevent the discussion from bogging 
down on one or two topics; 

(12) Prevents resource persons from dominating the discussion 
(The resource persons may assume a dominant role quite un- 
consciously if this danger is not guarded against. In fact, they are 
often more or less forced into a dominant role due to the failure 
of other persons present to assume responsibility. ); 


(18) Suggests follow-up study by all participants if advisable. 
2. What do the resource persons doP 


a. Prior to the colloquy, the resource persons: 


(1) Familiarize themselves with the colloquy technique; 

(2) Study the characteristics of the group expected to be 
present; 

(3) Try to grasp the relationship of the colloquy in which 
they are to participate to the program (or series of programs } 
as a whole; 

(4) Prepare to participate flexibly and informally; 

(5) Prepare to talk about the topics that are likely to emerge. 
(The audience representatives may have prepared questions in 
advance that will provide clues to the kind of topics that will 
arise. ) 


b. During the colloquy, each of the resource persons: 


(1) Contributes when his opinion is needed; 

(2) Makes brief, direct comments appropriate to the questions 
asked and to the audience represented; 

(3) Uses language that the audience understands; 

(4) Refrains from using the occasion to promote ideas not 
directly applicable; 
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(5) Avoids disparaging remarks about the contributions of the 
audience representatives and the audience; 
(6) Encourages the audience to participate. 


3. What do the audience representatives doP 
a. Prior to the colloquy, the audience representatives: 


(1) Inform themselves about the purpose and goals of the 
meeting (or series of meetings ); 

(2) Inform themselves about the topics to be discussed in the 
colloquy; 

(3) Develop questions and comments to put to the resource 
persons. 


b. During the colloquy, the audience representatives: 


(1) Present topics—in the form of comments, problems, and 
questions—to the resource persons; 

(2) Ask for clarification and explanation; 

(3) Attempt to make their contributions clear and to the point; 

(4) Show interest and seek to stimulate audience participa- 
tion. 


4. What is expected of the audienceP 
a. Advanced study or other preparation; 


b. Thoughtful listening and verbal participation when called 
for; 

c. Support and encouragement of their representatives; 

d. Polite but firm insistence that the moderator, the resource 
persons, and the audience representatives keep in mind and deal 
with the concerns of the audience. 


H. Physical arrangements and audience comfort 
1. Physical set-up. 


MODERATOR 


RESOURCE 
PERSONS 


AUDIENCE 
REPRESENTATIVES 


ie 


Q TABLES 


MICROPHONES 


FLAG PLATFORM OR STAGE 


—~— AUDIENCE | 


2. Audience comfort. Keep the following points in mind when 
making arrangements: 


a. Extremes in temperature are distracting; 

b. The audience should be comfortably seated and must not 
face a glaring light; 

c. The audience must be able to see and hear the moderator, 
the audience representatives, and the resource person (Provide 
a platform or stage if necessary); 

d. Select a room or auditorium appropriate to the size of the 
group and the character of the meeting; 

e. Provide chairs and tables for the moderator, the audience 
representatives, and the resource persons; 

f. Secure a public address system with individual microphones, 
if necessary, but be sure it is tested before it is used; 

g. It may be advisable to use name cards for the moderator, 
the resource persons, and the audience representatives. A card 
with large lettering enables people at a distance to identify each 
person on the platform. 
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I. How to evaluate after the colloquy 


has been conducted 


The following check list should aid in appraising how effectively 
the colloquy has been conducted. It can be used by (1) the 
persons who selected this technique and (2) those who take part 


in the colloquy. 


It is useful to have mimeographed or dittoed copies of the 


check list for use when the colloquy has been concluded. 


If the replies tend to be “no” and “undecided,” the colloquy 
may well have been used ineffectively, and future mistakes can 
be avoided if the reasons for the various answers are discussed 


briefly in a cooperative spirit. 


1. Was the physical set-up right for effec- 
tive use of this technique? 

2. Was audience comfort provided for? 

3. Did the moderator show evidence of 
having done the following prior to the 
colloquy: 

a. Planned his introduction carefully? 

b. Carefully studied the characteristics 
of the group as a whole? 


4. Did the moderator do the following 
during the colloquy: 

a. Identify the goals to be achieved? 

b. Inform all participants of the nature 
of the colloquy and their responsibilities? 

c. Guide the discussion effectively? 

d. Try to avoid or minimize limitations 
of this technique? 

e. Permit anyone to dominate the dis- 
cussion? 

5. Did the resource persons show evi- 
dence of understanding their role and their 
responsibilities? 
ou 


a. Did they make brief, direct comments? 

b. Did they participate flexibly and in- 
formally? 

c. Did they avoid assuming a dominant 
role? 

d. Did they use understandable lan- 
guage? 

e. Did they encourage the audience to 
participate? 


6. Did the audience representatives 
understand their responsibilities? 


a. Were they informed about the topics 
and goals? 

b. Did they show interest and initiate 
discussion? 

c. Did they keep in mind the needs and 
interests of those they were representing? 


7. Did the audience members show evi- 
dence of having understood their responsi- 
bilities? 


a. Had they prepared to participate? 

b. Did they listen attentively? 

c. Did they join in the discussion? 

d. Was their verbal participation fairly 
well-balanced (not dominated by a few 
members of the audience)? 

e. Did they support their representa- 
tives? 

f. Did they try to insure that their needs 
and interests were dealt with by the 
moderator and the resource persons? 


8. What was accomplished? 


a. Were worthwhile points made in the 
discussion? 

b. Did members of the audience show 
evidence of having acquired information, 


new viewpoints, or of having changed atti- 

tudes? VE WOES ae 
c. Did the group make progress toward 

their goals? RMI SMMNNA VRE ALALAL ate, WERRZOA? 4 
d. Have problems or needs emerged 

which point toward further study or actionP —__. ___ ____ 
e. Was there evidence of willingness to 

accept responsibility for further study or 

action? ph on nl ieee 


9. Was the colloquy an appropriate tech- 
nique for this learning situation? BASES ee 


What other techniques might have been 
effective and why? 


J. How the colloquy might be used—an example 


An adult evening school class of 50 persons is halfway through 
a semester-long course in “Personal Finance.” They are sched- 
uled for a one-hour session on “Wise investments for persons 
with income on the lower and medium levels.” Several well- 
qualified resource persons (such as a local banker and broker) 
are available, as are some good reading materials which can be 
supplied by banks and investment companies. 

The instructor in the course wishes to promote active participa- 
tion by the class members. He feels that they will have problems 
requiring the aid of qualified resource persons. He can also 
provide good advance reading material. So the techniques that 
are sometimes adequate for presenting information (for example, 
speech and modern symposium) do not seem appropriate. He 
considers an interview (see p. 106) followed by a forum (see 
p. 83) but rejects these possibilities in favor of a colloquy, which 
he will moderate. The colloquy will: 


1. Make use of several well-qualified resource persons; 

2. Allow the teacher’s knowledge to be used in his job of 
moderator; 

3. Interest the students by the use of class members as audience 
representatives; 
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4, Allow the moderator to get the entire class involved in the 
discussion (in the latter stages of the colloquy). 


II. COMMITTEE 


A. What is the committee? 


A committee is a small group of persons appointed or elected to 
perform a task that cannot be done efficiently by an entire group 
or organization, or done effectively by one person. 

Not all committees are set up for purely educational purposes, 
but the success of almost all adult education programs is de- 
pendent on the proper functioning of one or more committees. 
The most common uses of committees in adult education are to 
plan and evaluate activities and to act in advisory capacity to 
persons directing programs. 

Of the typical committee to be found in the countless organiza- 
tions in existence in our society, the following can usually be said: 


1. The committee is authorized by and responsible to a parent 
organization—that is, the larger group of which it is a part; 

2. The committee members are appointed by the presiding 
officers or elected by the members of the organization; 

3. The powers and duties are fixed by the person making the 
appointment or by the constitution and by-laws of the organiza- 
tion. 


B. When should the committee be used? 
This technique can be used for the following purposes: 


1. To plan a single educational activity, a series, or an entire 
year's program; 

2. To evaluate adult education activities; 

3. To act as an advisory body; 

4. To study a problem or issue and report the findings; 

5. To promote or publicize a program or activity; 

6. To make local arrangements for a meeting, workshop, insti- 
tute, etc:; 

7. To reach a conclusion regarding a course of action; 

8. To take action, provided that the committee’s instructions 
and authority include action. 
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C. Who are the personnel involved? 


1. The chairman is responsible for the mechanics and for re- 
porting the activities or findings to the parent organization. He 
usually gives more direction and guidance than a discussion 
leader, but he should not be arbitrary. He offers whatever in- 
formation and opinion he believes will be helpful. 

The chairman should be more interested in the committee’s 
job than in his own importance. He should trust people and seek 
to bring about the release of their creative energies. A sense of 
humor is helpful. Above all he should be capable of following 
through on a job until it is properly completed. The chairman 
may be appointed by the presiding officer of the parent body, 
elected by the parent body, or elected by members of the com- 
mittee. 

Sometimes co-chairmen are appointed to committees. If co- 
chairmen are used, care should be taken to see that they are 
persons who can work well together. 

2. The committee members should be the persons best qualified 
to assist in the committee's task. They should be willing to accept 
responsibility and follow the task through to its completion. They 
may be chosen or elected both from within and from without the 
organization. They are not necessarily members of the organi- 
zation. 

The number of persons appointed or elected depends upon the 
kind of job to be done. Small committees (three or four persons) 
can usually handle well such a task as writing a constitution or 
selecting facilities for a meeting. Larger committees (up to 15 
persons) are often needed to do research or solve a problem of 
great concern to an organization. A program planning committee 
should be broadly representative of the anticipated audience; 
it usually contains from 6 to 12 members. 

3. Consultants or resource persons are sometimes appointed to 
committees or asked by the chairman to join them at specific 
meetings. They are persons who have specialized knowledge that 
the committee needs. 

4. An observer can be used to assist the committee to have 
discussion that is as productive as possible. The observer watches 
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the progress of the committee, the participation, and the team- 
work displayed. When requested, he makes comments and sug- 
gestions that he believes will assist the group members to work 
well together and efficiently accomplish their task. 


D. What is the usual pattern of communication? 


Although a committee is not a discussion group in the technical 
sense of the term, it should be characterized by verbal participa- 
tion by all members. The chairman will tend to speak more fre- 
quently than a discussion leader, but the members are not ex- 
pected to wait for recognition before speaking. The chairman 
provides the organization and direction that he feels will result 
in creativity and productivity. Comments are not necessarily 
routed through the chairman; however, only one discussion should 
be in progress at any one time. The following diagram attempts to 
show how the conversation might flow among the committee 
members. 


COMMITTEE MEMBERS 


E, Advantages and limitations of the committee 
1. Advantages: 


a. Appointing a committee spreads responsibility among sev- 
eral persons; 

b. Potential leaders may emerge and gain experience by serv- 
ing on committees; 
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c. Work that a large number of persons cannot do efficiently 
can be done by a committee; 

d. The committee can be given the necessary resources and 
allowed the time for careful exploration and study; 

e. This technique can enable an organization to make good 
use of its members who have special interests and abilities; 

f. Several minds are often better than one. 


9. Limitations: 


a. It is sometimes difficult to appoint a group of persons who 
can work well together; 

b. Committee members sometimes live so far apart that they 
find serving on the committee to be too costly in terms of money 
or time; 

c. The parent organization is sometimes not prepared to define 
responsibilities and to make use of committee findings or con- 
clusions; 

d. It is sometimes difficult to determine whether or not a com- 
mittee is more appropriate than action by one person or by the 
group as a whole—inappropriate and unnecessary committees can 
be set up (Here we must carefully analyze the problem to deter- 
mine the appropriate technique. ); 

e. There is sometimes a tendency to draft persons for com- 
mittee work against their will; 

f. Sometimes a person who is a manipulator will select, by one 
way or another, a committee to do his bidding while appearing to 
be democratic (for example, appointing a committee without 
giving it responsibility and encouragement may be a way to see 
that nothing is done). 


F. Check list for decision about a committee 


Before setting up a committee consult the following check list. 
If the answers tend to be “no” and “undecided,” the committee 
probably should not be established. 
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1. Does the parent organization intend 
to make use of the committee’s work? 

2. Is the purpose of the committee 
clearly related to the purposes and goals 
of the parent organization? 

3. Is the task one that can be done more 
effectively by a small group than by either 
one person or the organization as a whole? 

4, Is a qualified chairman available and 
willing to serve? 

5. Will the chairman be instructed by an 
officer or other appropriate person in the 
parent organization? 

6. Can the chairman and the committee 
be given the training or orientation that 
seems necessary? 

7. Will the committee have enough time 
and resources to do its task? 

8. Is consultative assistance available if 
needed? 

9. Are adequate meeting facilities avail- 
able? 

10. Are the appropriate persons willing 
to serve as committee members so that the 
committee has broad representation of dif- 
fering interests and points of view? 


Yes 


No 


G. Responsibilities involved in using the committee 


1. What does the chairman do? 
a. Prior to the meeting(s), the chairman: 


(1) Makes certain that he understands the purposes for which 
the committee has been established and its assigned task; 
(2) Reviews the aims and purposes of the organization or 


parent body that has set up the committee; 


(3) Prepares necessary information for the committee mem- 
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bers—information that will aid their understanding of their task 
and make possible effective discussion and problem solving; 

(4) Makes suitable physical arrangements for the meeting(s); 

(5) Carefully briefs the committee members regarding the 
time, place, and date of each meeting; 

(6) Develops a tentative agenda—a list of problems and con- 
cerns the committee can deal with. Agenda items are solicited 
from (a) members of the committee and (b) board members 
and officers of the parent organization; 

(7) Determines which agenda items call for discussion by the 
committee and which ones call for action on his own part or by 
other persons on the committee; 

(8) Prepares introductory remarks that will make clear: 


(a) The purpose and task of the committee, 

(b) The resources available, 

(c) The time available to get the job done, 

(d) The responsibilities of the committee members, 
(e) The tentative agenda; 


b. During the meeting(s), the chairman: 


(1) Starts and closes on time; 

(2) Makes his introduction (see above); 

(3) Sees that committee members get to know one another; 

(4) Conducts the discussion, promoting participation by all;* 

(5) Assists the group to set goals and define problems; 

(6) Makes occasional summaries; , 

(7) Makes effective use of consultants, resource persons and 
the observer (if the group needs them); 

(8) Makes special assignments for research, fact finding, report 
writing, and appropriate action steps, appointing appropriate sub- 
committees (Jobs should be distributed on a basis of interest, 
ability, and willingness to carry out assignments. ); 

(9) Encourages the committee members to contribute their 
time and talent to the task of the committee; 

(10) Seeks to maintain a friendly, cooperative atmosphere of 
teamwork; 


* In planning to lead a committee meeting, it will be helpful to review also 
the responsibilities of the leader in group discussion (see p. 99). 
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(11) Suggests that the committee evaluate its own perform- 
ance by means of observer reports, questionnaires or open dis- 
cussion; 

(12) Prepares, or sees that there is prepared, a report to the 
parent body; 

(13) Follows up to see that assignments are carried out and 
that the parent body makes use of the committee’s work. 


2. What do the committee members doP They 


a. Assist the chairman by offering suggestions and voluntarily 
assuming responsibilities; 
. Take part in discussion; 
. Stay on the topic under discussion; 
. Undertake fact-finding or research; 
. Turn in reports on time; 
. Help to analyze problems; 
. Make suggestions for action; 
. Accept responsibility for action. 


marek Ios @) (24 {6) top 


3. What obligations does the parent organization have? The 
group that sets up the committee should: 


a. Appoint only necessary committees; 

b. Try to be certain that a committee is the most effective way 
of accomplishing a particular task; 

c. Appoint or elect a qualified chairman who understands and 
accepts his responsibilities; 

d. Provide orientation or, when desirable, training for com- 
mittee chairmen and members; 

e. Make clear the purposes, tasks, and deadlines for the com- 
mittee, yet allow freedom for creativity on the part of the mem- 
bers of the committee; 

f. Give the committee the necessary time and resources to 
carry out its assignment; 

g. Make clear the limits of the committee’s authority; 

h. Stand ready to make use of the committee’s findings or 
recommendations and to appoint one person (usually an officer) 
to instruct the committee concerning its responsibilities; 

i. Consult the committee before modifying those findings. 
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H. Physical arrangements and group comfort 


1. Physical set-up. 


COMMITTEE MEMBERS 


et a cya: 


2. Group comfort. Keep the following in mind when making 
arrangements: 


a. Arrange for face-to-face seating in which no one faces a 
glaring light; 

b. Provide a blackboard or easel; 

c. Provide committee members with paper and pencil and 
copies of any tables, charts, or similar information that will be 
helpful; 

d. Provide a suitable room free from excessive noise or dis- 
traction; 

e. Extremes in temperature are distracting; 

f. Provide name cards for each committee member, if needed. 


I. How to evaluate a committee 


The following check list will aid the chairman and the committee 
in looking at the effectiveness of the committee’s performance. 
Copies of this list can be made and distributed to each com- 
mittee member. 
If the trend of replies is toward “no” and “undecided,” the com- 
mittee chairman should consider possible improvements and 
consult with officers in the parent organization. 
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1. Do we understand the purpose and 
tasks of the committee? 

2. Do we have adequate meeting facili- 
ties including a blackboard? 

3. Is a tentative agenda worked out in 
advance of meetings by the chairman? 

4, Does the committee seem to be of 
appropriate size? 

5. Is the discussion effectively led? 

6. Do we work as a team? 

7. Are the members willing to accept 
responsibility? 

8. Is individual initiative encouraged by 
the chairman? 

9. Is the committee dominated by one or 
two persons? 

10. If resource persons or consultants are 
used, are they used effectively? 


Yes 


—— 
_—— 
—_—— 


1]. Is the available time used efficiently? ___ 


12. Are the members all well-acquainted 
with one another? 

13. Do we have the necessary resources 
to carry out our task? 

14. Do we have a sense of accomplish- 
ment? 


Iii. DEMONSTRATION 


A. What is a demonstration? 


No 


Unde- 
cided 


——— 
nr 


A demonstration is a carefully prepared presentation that shows 
how to perform an act or use a procedure. It is accompanied by 
appropriate oral and visual explanations, illustrations, and ques- 


tions. 


First the learners watch an expert perform the demonstration 
and listen to the explanation. Then the demonstration is followed 
by practice opportunities for the learners. It is sometimes neces- 
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sary for each group member to practice each step in a procedure 
immediately after it has been demonstrated under the direction 
of the demonstrator. (For example: when class members imitate 
the pronunciation of the person teaching them how to make a 
particular sound in a foreign language. If the maintenance de- 
partment of an institution wishes to show its painters a new way 
to paint window sashes, an expert can demonstrate the new tech- 
nique before the painters, then supervise each person as he tries 
to do it.) 

Other examples of procedures appropriate for demonstration 
are: how to introduce a speaker, sell a product, clean a rifle, or 
lead a discussion. The procedures demonstrated may be very 
simple or rather complex. The procedures may be demonstrated 
by one person or a team. 


B. When should the demonstration be used? 
This technique can be used to: 


1. Teach people how to perform an act or use a new procedure 
or product; 

2. Promote confidence that a procedure is feasible for the 
learner to undertake; 

3. Promote interest in learning and use of a procedure. 


C. Who are the personnel involved? 


1. The demonstrator plans and presents the demonstration. 
The demonstrator should have a thorough knowledge of whatever 
he is to demonstrate, have a plan for the demonstration, an 
analysis of the job to be demonstrated, everything ready and the 
demonstration area arranged as he would expect the learner to 
do it. If the demonstration requires more than one person, all 
persons involved should be capable of working smoothly and 
accurately together (usually the demonstrator also acts as chair- 
man and commentator). 

2. A commentator may be used to explain the demonstration 
while another person(s) carries it on. If a commentator takes part 
in the demonstration, he should (a) thoroughly understand the 
procedure to be demonstrated, (b) be familiar with the exact 
manner in which the demonstrator conducts the procedure, and 
(c) have the self-discipline to refrain from allowing his com- 
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mentary to overshadow the demonstration itself since the com- 
mentary is complementary to the demonstration. 

3. The chairman handles the arrangements for the demonstra- 
tion, introduces it, and concludes it. He does not necessarily know 
a great deal about the procedure to be demonstrated. 

4. The learners observe the demonstration, seek to understand 
it, ask necessary questions, and practice the procedure after they 
have seen it done. 


D. What is the usual pattern of communication? 

The oral communication flows from the demonstrator to the 
audience or learner. That is, the chairman (if one is used) and 
the demonstrator talk to the learners who listen and observe. 
The learners are encouraged to ask questions when the demon- 
stration has been completed. The pattern of communication can 
be represented diagramatically as follows: 


DEMONSTRATOR 


© 


© 
© ©) 


E. What are the advantages and limitations 
of the demonstration? 


1. Advantages: 


a. This technique can usually clarify a procedure better than 
an oral or written description of it; 

b. A good demonstration has vividness, clarity, and an easily 
observed and understood sequence of steps and key points to be 
learned; 
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c. The learner is given an opportunity to have his proficiency 
tested at once by performing the procedure under the direction 
of the demonstrator. Errors in procedure can be corrected at once; 

d. The learner has practice opportunities under expert guid- 
ance. 


2. Limitations: 


a. The equipment or properties used in the demonstration may 
be too bulky or immobile to bring to the meeting place, making 
it necessary for the audience to go to another location for the 
demonstration; 

b. It may be difficult to arrange for all learners to imitate what 
they have seen demonstrated; 

c. The technique is limited to teaching in practical rather than 
abstract areas; 

d. Since adults who are not professional teachers often hesitate 
to take on a task that requires them to speak with authority, it is 
sometimes difficult to convince a properly qualified person that 
he can conduct a demonstration; 

e. A clumsy or inadequate demonstration can lead to unfavor- 
able audience reaction. 


F. Check list for appraising the demonstration 


This list can be used in making the final decision as to whether 
or not the demonstration is an appropriate technique to use for 
a particular adult learning situation. 

If the replies tend to be “no” or “undecided,” consider using 
another technique. 


Unde- 
Yes No cided 


1. Are procedures involved that lend 

themselves to demonstration with 
a. The facilities available (appropriate 

room, materials, etc.)?P MORAN edn EAE EON he. 
b. The expected audience? RAMUS ME OME Vay Ge ek . 
c. The time available? (ss Coy, Livia AL ena 
2. Is the procedure too complex to be 

demonstrated? PAAR MRS UTA) 0) 
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3. Is a qualified demonstrator available? = EE 
4. Can the necessary equipment be 

obtained 
a. For the demonstrator? LILO L UAT MENG) 2 Sak Yiestt 
b. For each audience member to try out 

what he has learned? RURSIONO ITAL PRONE WAU ea 
D4 Are tiererclear-eut coals toachiever, live Sn 
6. Is a chairman available who can carry 

Prt His YecpOnsipilitics (ie one isiclesirem) ew a Nile 
7. Are there other techniques that might 

be more appropriate choices? UPON, Uap ONAN 


If yes, what are they and why? ___ 


G. What are the responsibilities that go 
with the demonstration? 


1. What does the chairman doP 
a. Prior to the demonstration, the chairman: 


(1) Makes certain that he understands what is to be demon- 
strated and the goals of the demonstration; 

(2) Tries to understand the relationship of the demonstration 
to other parts of the program or series; 

(3) Meets with the demonstrator in order to: 


(a) Get to know him, | 

(b) Find out whether or not the demonstrator will make his 
own explanation to the learners or prefer having it done by a 
commentator, 

(c) Learn how the demonstration will be carried out and how 
long it will take, 

(d) Find out what equipment and special properties or facili- 
ties will be necessary and who should supply them. Will the 
demonstrator accompany the demonstration with slides or charts? 
Will he want a blackboard? Should precautions be taken to insure 
learner safety or guard against damage to the meeting room or 
its furnishings? 
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(e) Explain to the demonstrator the need for a demonstra- 
tion, 

(£) Get suggestions from the demonstrator regarding ways to 
make the demonstration effective for the learners, 

(g) Clarify any financial responsibilities that might be in- 
volved; 


(4) Sees that proper physical arrangements are made so that 
the demonstrator will be able to function effectively and the 
learners will be able to see and hear clearly at all times; 

(5) Investigates the kinds of printed materials that can be 
distributed to the learners before or after the demonstration; 

(6) Meets with the commentator to get to know him (if a 
commentator is to be used to explain the demonstration). The 
commentator will need to know (a) the goals of the demonstra- 
tion, (b) the characteristics of the learners, (c) the specific steps 
to be taken in the demonstration, and (d) whether questions from 
the learners are to be encouraged during the demonstration or 
after it is over; 

(7) Considers the characteristics of the anticipated learners, 
taking into account the possible implications of their age, sex, 
background, and previous experience with the procedure to be 
demonstrated; in what respects their abilities and interests will 
vary; and how all learners can be motivated to take part in the 
demonstration with interest and the desire to learn; 

(8) Prepares a brief introduction that will make clear the 
following: 


(a) What is to be demonstrated and why, 

(b) Why the process is worth learning—specifically referring 
to the use of this knowledge, 

(c) The name, title, background, and qualifications of the 
demonstrator(s), 

(d) The relationship of the demonstration to other parts of the 
program or series, 

(e) When and how the learner is expected to ask questions 
for clarification, 

(£) When the learner will have opportunities to practice what 
is being demonstrated, 

(g) Any safety precautions that may be necessary; 
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b. After the demonstration, the chairman: 


(1) Thanks the demonstrator for his presentation; 

(2) Distributes reading materials for follow-up study (if ap- 
propriate ) ; 

(3) Encourages the learners to put to use what they have 
learned and makes suggestions for doing so; 

(4) Returns the control of the meeting to the appropriate 
person or closes the meeting himself; 

(5) Looks for opportunities after the meeting to check on 
the learners’ progress. 


2. What does the demonstrator doP 


a. Prior to the demonstration, the demonstrator: 


(1) Makes certain that he understands (a) the purpose of the 
demonstration, (b) the time available, and (c) the characteristics 
of the expected audience; 

(2) Decides what visual aids he will use to accompany his 
presentation and arranges for procuring them; 

(3) Prepares his demonstration by: 

(a) Deciding exactly what will be covered, 

(b) Developing a step-by-step plan, 

(c) Running through the demonstration, synchronizing his ex- 
planation to his actions, before the meeting; 

(4) Considers how the more difficult steps can be clarified by 
the use of visual aids, models, or repetition (Visual aids should 
be attractive and easily seen throughout the room.); 

(5) Understands that the only purpose of the demonstration is 
to assist the learners to master the procedure; 

(6) Brings all of his equipment to the meeting place and care- 
fully arranges it for effective use; 


b. During the demonstration, the demonstrator: 


(1) Prepares the learners by: 


(a) Putting them at ease, 

(b) Finding out what they already know about the process, 

(c) Arousing their interest so that they will be eager to learn 
the process; 
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(2) Presents the demonstration by: 


(a) Telling, showing, and illustrating carefully and patiently, 

(b) Stressing key points (points of importance which can be 
easily memorized ), 

(c) Teaching clearly and completely, emphasizing one point 
at a time, but no more than the learner can master, 

(d) Summarizing, repeating, and questioning the learners; 


(3) Asks each learner to perform by: 


(a) Having him repeat the processes he saw demonstrated, 

(b) Having him tell about and show the demonstrator each 
step in the process and repeat the key points, 

(c) Asking him appropriate questions, beginning with “Why,” 
“Who,” “How,” “What,” “When,” or “Where,” 

(d) Observing his performance and correcting any errors, 

(e) Repeating instructions if necessary. 


3. If a commentator is used, he: 


a. Tries to coordinate smoothly with the demonstrator; 

b. Avoids overshadowing the demonstrator by too much com- 
mentary; 

c. Follows the suggestions given (above) for the demonstra- 
tion. 


4. What does the learner doP 


a. He prepares for the demonstration by doing any reading that 
may be suggested; 

b. He listens and observes carefully, letting the demonstrator 
know when something is not clear or cannot be seen or heard; 

c. He undertakes the learning steps when practice opportuni- 
ties are given; 

d. He continues to practice after the meeting until skill is 
acquired. 
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H. Physical arrangements and learners’ comfort 


1. Physical set-up. 


COMMENTATOR DEMONSTRATOR 


CHAIRMAN 


©. 


: \—LEAI eee 


2. Learners’ comfort: 


a. The learners should be comfortably seated and not face a 
glaring light; 

b. Extremes in temperature are distracting. Ask one person to 
be responsible for maintaining proper temperature and ventila- 
tion. The size of the group determines the extent to which the 
temperature can be expected to rise during the meeting; 

c. Provide a platform or stage if necessary; 

d. Select a room appropriate to the size of the group and the 
nature of the demonstration (some conference centers have spe- 
cial rooms for demonstrations ); 

e. If necessary, provide name cards for the personnel on the 
platform. 
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I. How to evaluate after the demonstration 


The following check list will aid in appraising how effectively 
this technique has been conducted. It is for the use of (1) the 
persons who selected the demonstration as the appropriate tech- 
nique and (2) those who see and hear the demonstration. 

It is useful to have duplicate copies of this check list available 
for use after the demonstration has been presented. 

If the replies tend to be “no” and “undecided,” the demonstra- 
tion probably has been used ineffectively; future errors can be 
avoided if the various replies are discussed briefly by those 


responsible for this educational procedure. 


Yes 
1. Did the procedure turn out to be a 
suitable one for demonstration? 
2. Can the expense and the amount of 
time in preparation be justified? id bates 
3. Were safety and damage precautions 
taken? 
4, Were the physical arrangements ap- 
propriate? 
a. Learners’ comfort? taboos 
b. Vision and hearing? eel 
c. Charts and graphs? he Abed Ss 
d. Proper equipment, neatly arranged 
and well organized? uh dean 


5. Was the chairman’s introduction clear 
and to the point? 
6. Did the introduction make clear: 
a. The purpose of the demonstration? 
b. Why the process is worth learning? 
c. The relationship of the demonstration 
to other parts of the program or series 
(if such exists)? ee 
7. Was the demonstration 
a. Clear and understandable? Bauiee as 
b. Given with cordiality? WG) 
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No 


Unde- 
cided 


. Illustrated adequately? 

. Shown in a step-by-step manner? 
. Of appropriate length? 

Were key points stressed? 

Were questions 

. Encouraged? 

. Answered courteously? 


Sp OO om oro 


10. If several demonstrators were used, 
did they work as a team? 

11. Did the learners show interest? 

12. Did the learners get practice oppor- 
tunities? 

13. Can the learners reasonably be ex- 
pected to acquire skill in the procedure(s) 
demonstrated? Neg RN OW MOMOEAL CE Ue DME 

14. Was there evidence of willingness to 
accept responsibility for practicing the pro- 
cedure demonstrated? URC FOE ATS LS a 

15. Was there evidence of learner skill 
when the demonstrator made his follow-up 
visit? pres rae an Med YA Ce 


Se cileaee 
esa lees 


lg gE Se 


J. How the demonstration might be used— 
an example 


The training committee for a local council of Girl Scouts is hold- 
ing a series of training meetings for newly selected troop leaders. 
One of the purposes of these meetings is to teach the leaders cer- 
tain camping procedures. Among other things, the leaders should 
know how to “pitch” and “strike” a tent. This can best be taught 
by a demonstration. The demonstrator secures the necessary 
equipment and moves the group of new leaders out-of-doors. The 
demonstration then proceeds in a step-by-step fashion until the 
tent is satisfactorily set up. Each learner is then given the op- 
portunity to practice by pitching a tent provided for that purpose. 
Each step is carefully checked by the demonstrator. After every- 
one has successfully demonstrated his knowledge and skill in 
pitching a tent, the “striking,” or disassembling and packing, is 
demonstrated and practiced by each person in the group. 
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IV. Frecp Trie 


A. What is the field trip? 


A field trip is a carefully planned educational tour in which a 
group visits an object or place of interest for first-hand observa- 
tion and study. 

The learning group makes its tour under the nae of a per- 
son well-informed about the area under consideration. This person 
answers questions and points out features that might not be seen 
readily by the learners. The field trip should be followed by care- 
ful analysis, interpretation, or discussion of the places visited and 
the information obtained. A group can explore the significance of 
what they have observed on a field trip using other techniques 
such as group discussion, a panel-forum, or a speech-forum. 


B. When should the field trip be used? 


When you wish to accomplish one or more of the following, the 
field trip is appropriate: 

1. To provide first-hand observation and study of something 
that cannot readily be brought to the learning group; 

2. To stimulate interest and concern about conditions or prob- 
Jems that need study; 

3. To illustrate the results of practice or a course of action in 
its natural environment; 

4. To relate theoretical study to practical application. 


C. Who are the personnel involved? 
1. A coordinator sees that the necessary arrangements are made 


and guides the group through the trip. (If he also leads the 
group in interpretation and discussion of the trip, he should be 
skilled in discussion leadership; however, another qualified per- 
son can and frequently does accept this responsibility.) He should 
be a person who takes his responsibilities seriously and attends 
carefully to details. In addition he should be well-informed con- 
cerning the place to be visited. 

2. The guide may or may not be used. He is a person familiar 
with the local conditions and characteristics of the place or object 
to be observed. If he is used, the coordinator turns over the direc- 
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tion of the trip to him upon arrival at the place to be visited. The 
guide then directs the group to points of interest. Upon comple- 
tion of this part of the trip, he returns control of the trip to the 
coordinator. 

A guide is used if local operating conditions require such a 
procedure, and only if the person who is to serve as guide can be 
counted upon to provide the kind of leadership that will attempt 
to meet the interests and goals of the participants. 

3. The participants are all of the persons who take part in the 
trip. The success of the trip will depend upon the participants 
using it as an opportunity to learn. 


D. What is the usual pattern of communication? 


During the field trip the coordinator or the guide points out 
important features to be observed, sometimes to the entire group 
and sometimes to individuals. The participants are free to raise 
questions and to talk among themselves. 


E. Advantages and limitations of the field trip 
1. Advantages: 


a. This technique makes possible direct, first-hand experience 
—opportunities to apply several senses to the learning venture; 

b. A field trip can provide a group with a common experience 
that can be used as a resource for further learning activities; 

c. It is usually more satisfactory to have the learner observe 
and study something first hand than it is to try to describe it to 
him; 

d. The experience of observing in the company of other learn- 
ers, an informed coordinator and guide can stimulate the learner 
to keener and more accurate observations; 

e. The trip can help the learner to appreciate another point of 
view or open entirely new areas to him; 

f. The informality that characterizes the field trip can help the 
learners to know each other better—a helpful step in the learning 
process. 


2. Limitations: 


a. A field trip depends upon the availability and accessibility 
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of whatever is to be observed (Operating schedules or other local 
restrictions can stand in the way. ); 

b. Some persons may have physical handicaps that prevent 
their taking the trip; 

c. The possibilities of injury are always present; 

d. The learners may not be able to spend the time necessary 
for the trip. 


F. Check list for appraising the field trip 


This list can be used in making the final decision as to whether 
or not the field trip is an appropriate technique to use for a par- 
ticular adult learning situation. 

If the answers tend to be “no” or “undecided,” consider using 
another technique. 


Unde- 
Yes No cided 
1. Are we using this technique to accom- 
plish one or more of the following: 
a. To provide opportunities for first- 
hand study and observation? pie a thal 
b. To assist in providing a variety of 
learning experiences? 2 et ee A 
c. To stimulate interest and concern 
about problems or conditions that need 
study? vi bt a 
d. To illustrate the results of practice or 
course of action? Mae ee 
e. To relate theoretical study to practical 
application? PARAL Weenie BOT EE! 
2. Do we have clear-cut goals to achieveP —__. _____ ____ 
3. Does first-hand study and observation 
seem to be essential? wit Alice 0 ee lr 
4. Can arrangements for the trip be 
made so that: 
a. All interested learners can participate 
without too much interference with their 
total work schedule? ee eee 
b. ‘Safety and'comfort camibeinsuredr 2, ye ee es 
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c. The trip will not interfere seriously 

with scheduling and rules at the place to 

be visited? pie, 4a ig heb Te 
5. Are we reasonably assured that the 

group members are interested in taking this 

trip? pL Ls is 
6. Will there be time and place for inter- 

pretation and discussion of the trip after 

its completion? LOR SUT ara aah 
7. Do we have available a coordinator 

who can: 
a. See that the necessary arrangements 

for travel are made? ws ev yn" eat Nias 
beG@esover theyentine tripnin advance? 215 40 fiiges AT 
c. Promote careful observation on the 

part of the learners? ewok heme situ het 
d. See to it that the trip is a profitable 

learning experience? oh Awchidin guna. Ah 
8. Are there other techniques that might 

be more appropriate choices? oi dp cob NER RR 


If yes, what are they and why? 


G. Responsibilities of the personnel on the field trip 
1. What does the coordinator do? 


a. Prior to the trip, the coordinator: 


(1) Considers the characteristics of the group involved. He 
considers their age, sex, background, experience, and abilities in 
order to assist them to have a pleasant experience and learn most 
effectively. What will they have in common? In what respects 
will their interests and backgrounds vary? What are the implica- 
tions of all this for conducting the field trip? 

(2) Considers what handicaps or physical disabilities might 
present problems or call for special arrangements; 

(3) Makes all preliminary arrangements with officials of the 
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organization or institution to be visited. These arrangements 
should include: 

(a) The exact arrival time, 

(b) The meeting place (address) or starting point of visita- 
tion, 

(c) An approximate time schedule for the entire visit, 

(d) A list of the major items to be observed or studied by the 
visitors, 

(e) An opportunity for questions and answers after completion 
of the physical portion of the visit, 

(£) The location of food facilities; 

(4) Becomes acquainted with local guide (if one is used). The 
coordinator carefully orients the guide concerning the nature of 
the group, its goals, and the particular purpose this field trip 
is designed to achieve; 

(5) Learns about resources—brochures, maps, charts, and dia- 
grams—that are available for use by the group. If such learning 
aids are necessary, he obtains them; 

(6) Checks the scheduling arrangements, allowing ample time 
for travel; 

(7) Determines how to handle questions that arise during the 
field trip: 

(a) Are the participants to write them down for answering 
later? 

(b) Are they to ask the coordinator or an accompanying 
guide? 

(c) Will the tour be halted periodically or at a specific point 
to permit questioning and discussion? 

(8) Considers reading opportunities that can be suggested to 
the participants as advanced preparation; 

(9) Makes provision for the participants to analyze and discuss 
what they have observed at the conclusion of the field trip or at 
a later time and place. (This might be done through group dis- 
cussion, a question and answer period, or other appropriate tech- 
niques and devices. ) 

(10) Gives these preliminary instructions (verbally or in 
writing ) to the persons expected to participate in the trip: 

(a) A summary of the nature, purpose, extent, and cost of 
the trip, 
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(b) A careful description of the travel arrangements, clothing 
to wear, special equipment to bring, and safety precautions to 
observe, 

(c) Suggestions for advance study, 

(d) An explanation of the way in which the group is to analyze 
and discuss the trip after its completion; 


(11) Prepares an introduction to be delivered to the group 
when it assembles to take the trip. The following points can be 
covered in this introduction (If a guide is used, the guide may be 
the logical person to convey part of this information to the 
group. ): 

(a) The purpose of the trip, 

(b) A reminder that the trip is designed as a learning ex- 
perience and not a lark, 

(c) Suggestions as to what to observe during the trip, 

(d) Rules and regulations (with particular emphasis on 


safety); 
b. During the field trip, the coordinator: 


(1) Collects waivers from the participants (if necessary); 

(2) Gives his introduction (see above); 

(3) Introduces the group to appropriate persons at the place 
to be visited; 

(4) Tries to make certain that everyone can see and hear 
clearly; 

(5) Encourages careful observation; 

(6) Looks out for the health and safety of the participants; 


c. After the field trip, the coordinator: 


(1) Assists the group to analyze and discuss the significance 
of what has been observed; 

(2) Encourages appropriate study and action based on what 
has been learned. 


2. What does the local guide do (if one is used)? 


a. He seeks to understand the interests of the participants and 
the goals of this field trip; 

b. He carefully coordinates his responsibilities with those of 
the coordinator; 
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c. He avoids using words that are unfamiliar to the participants 
or explains the meaning of unfamiliar terms; 

d. He enforces local safety rules and other procedures neces- 
sary for direction of the visitors. 


3. What is expected of the participantsP The participants’ 
responsibilities include: 


a. Appropriate advanced study and preparation with emphasis 
on the subject to be studied and the purpose of this particular 
trip; 

b. Observance of rules and regulations relating to safety and 
local operations; 

c. Thoughtful observation during the trip—observation based 
on the goals and the kind of interpretation or discussion that is 
scheduled to follow the trip; 

d. Requests for clarification when necessary; 

e. Use of the trip as a learning experience; 

f. Careful note-taking; 

. Appropriate follow-up study and action. 
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H. Physical conditions, comfort, and safety 


1. Examine the place to be toured for possible harm or injury 
to the participants—provide safety instructions and warning signs 
if necessary; 

2. Use well-qualified licensed drivers and insured transporta- 
tion; 

3. Consider special group insurance and waivers for the par- 
ticular trip; 

4, Decide if first-aid equipment should be taken on the trip; 

5. Decide if loud speakers will be necessary. Portable equip- 
ment powered by batteries can often be obtained, or a megaphone 
can be used; 

6. Make special arrangements for persons having disabilities; 

7. Determine what clothing and equipment should be brought 
by each participant—e.g., flashlight, overshoes, overalls, raincoat, 
sunglasses, fieldglasses; 

8. Provide maps and diagrams and printed instructions if 
necessary. 
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I. How to evaluate after the field trip 


has been conducted 


The following check list will aid in appraising how effectively 
the field trip has been conducted. It is for the use of (1) those 
who selected the field trip as the appropriate technique and 


(2) those who take part in the trip. 


It is useful to have duplicated copies of this check list avail- 


able for use following the trip. 


If the replies tend to be “no” and “undecided,” the field trip 
probably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


1. Did whatever was observed lend itself 
to first-hand observation? 

2. Was the comfort and safety of the 
group provided for? 

. Were the proper arrangements made? 
. Were instructions clear at all times? 

. Did the coordinator: 

. Encourage advanced study? 

. Promote careful observation? 

. Insure that all could see and hear at 
all times? 

d. Cover the essential points in his intro- 
duction? 

e. Try to see to it that the trip was a 
learning experience? 

f. Tell the group when and how it was 
to participate verbally? 

g. Explain what might be expected in 
the way of notes and reports about the 
trip? 

h. Make provision for analysis and dis- 
cussion following the field trip? 


OM fp Ct 


Bee es 
Bee ae 


ee oe ee 


No 


Unde- 
cided 


6. Did the guide (if one was used): 

a. Try to assist the group in meeting its 
needs and goals? 

b. Relate carefully his responsibilities to 
those of the coordinator? 

c. Explain the meaning of words that 
were unfamiliar to the participants? 

7. Did the participants: 

a. Prepare adequately for the trip? 

b. Observe rules and regulations? 

c. Ask for clarification when necessary? 

d. Retain good humor in the face of 
unexpected developments? 

e. Use the trip as a learning experience? 

f. Take notes on what they observed? 

8. What was accomplished: 

a. Were worthwhile opportunities for 
observation presented? 

b. Did the participants show evidence 
of acquiring useful information? 

c. Did the group make progress toward 
its goals? 

d. Have problems or needs emerged 
which point toward further study and 
action? 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? 

9. Was the field trip an appropriate tech- 
nique for this learning situation? 


What other techniques might have been 
effective and why? 
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J. How the field trip might be used—examples 


1. A group of citizens (housewives, professional people, etc. ) 
has been meeting as a discussion group. They become interested 
in industrial and labor problems. Some of the group members 
become concerned that there are persons in the group who know 
little about the ways in which people make their living in fac- 
tories. It is suggested that this knowledge is a requirement for 
understanding our economic problems, our society and our fellow 
citizens. So the group takes a field trip to a local factory. 

After the field trip, the group devotes at least one of its regular 
meetings to a discussion of the trip. Thus they seek to make the 
trip an integral part of their total learning experience rather than 
merely a diversion. 

2. A group of apprentices need to have a broader knowledge of 
industry and its problems than is offered by the particular plant in 
which they are employed. A well-organized field trip is arranged 
to meet this objective. 

3. A group of farmers is concerned about pasture problems. 
Under the guidance of an expert in this area of agriculture the 
group Visits an area where farmers have developed a new pasture 
and grasslands program. The expert takes the group to the points. 
of interest and shows them how others are overcoming the same 
problems. 

The trip has the effects both of informing the group members 
and of encouraging them to do a better job. 

It might well be that the farmers would attend a meeting 
following the field trip. At this meeting they might meet in dis- 
cussion groups to talk over what they have seen and its possible 
applications to their farming practices. This would enable them 
to consolidate what they have learned and to try to accept the 
idea of changing their own practices. 


V. Forum 


A. What is a forum? 


A forum is a 15- to 60-minute period of open discussion that is 
carried on among the members of an entire group (usually larger 


83 


than 25 persons), and one or more resource persons. The forum 
is directed by a moderator. 

The term “forum” is also used to mean any large public edu- 
cational meeting in which various techniques are used and the 
audience participates verbally. In this book we are using the term 
in a more precise way and recommending that the forum be used 
in combination with other techniques. The techniques most often 
followed by a forum are the speech, the panel, and symposium 
(modern concept), the interview, the demonstration, and the 
role-play.* 

It should be noted that the forum is not a question and answer 
period, but rather a guided discussion during which the audience 
is encouraged to make comments, raise and discuss issues, and 
offer information, as well as ask questions of each other and the 
resource person. 


B. When should a forum be used? 


This technique can be used when the topics and goals point 
toward accomplishing one or more of the following: 


1. Clarifying or exploring issues raised or information presented 
previously by means of another technique; 

2. Enabling the audience to contribute ideas and opinions; 

3. Conducting a more thorough discussion than a question and 
answer period permits; 

4, Permitting resource persons to speak to needs and interests 
as they emerge from discussion; 

5. Identifying needs and interests to be met by further pro- 
gramming. 


C. Who are the personnel involved? 


1. The moderator presents an introduction and guides the dis- 
cussion. He should be skilled in leading discussion and stimulat- 
ing the participation in a large audience; 

2. The resource person(s) answers questions, supplies informa- 
tion, offers comments and ideas for further discussion. He does 


* A forum would not follow group discussion, colloquy, or ancient sym- 
posium because these techniques have many of the same characteristics and 
uses as the forum. 
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not give a prepared presentation; he makes brief, direct remarks. 
He should have sound knowledge of and interest in the topic(s) 
to be considered; 

3. The audience should have enough knowledge about the 
topic(s) to permit intelligent discussion. 


D. What is the usual pattern of communication? 


MODERATOR 
RESOURCE RESOURCE 
PERSON PERSON 


This diagram shows that the forum is discussion by a large 


audience. The audience members speak to each other as well as 
to the moderator and resource person(s). 


E. What are the advantages and limitations 
of the forum? 


1. Advantages: 


a. Audience members have opportunities to participate ver- 
bally; 

b. Resource persons usually make careful preparation when 
they know that they are to take part in a forum and are more 
likely to consider the needs and interests of the audience; 

c. Audience members tend to listen actively to the presentation 
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that precedes the forum because they know that verbal participa- 
tion will be expected of them; 

d. Resource persons’ knowledge and the experience of the par- 
ticipants can be brought to bear on the needs and interests as 
they emerge; 

e. Audience members can get clarification of points that were 
not made clear in the presentations that precede the forum. 


2. Limitations: 


a. It is essential to have a moderator with skill and experience 
in guiding discussion among members of a large audience; 

b. It is difficult, with a large audience, to have enough time 
for each audience member to make a verbal contribution to the 
discussion; 

c. It is difficult to encourage some persons to participate ver- 
bally in a large group because they lack the necessary information 
or interest; 

d. It is sometimes difficult to provide physical conditions in 
some auditoriums and meeting rooms which will permit adequate 
discussion by a large audience; 

e. It requires resource persons who are flexible and can treat 
problems and needs as they emerge. 


F. Check list for appraising the forum 
as a choice of technique 
This list can be used in making the final decision as to whether 
or not the forum is an appropriate technique to use for a par- 
ticular adult learning situation. 
If the answers tend to be “no” and “undecided,” consider using 
another technique. 


Unde- 
Yes No cided 


1. Are we using this technique to ac- 
complish one or more of the following: 
a. To clarify or explore information or 
issues raised previously by means of 
another technique? ai ASA Bess aD La. 
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b. To encourage verbal participation by 

the audience? AUN EAHA 
c. To permit resource persons to deal 

with needs and interests as they emerge 

from discussion? VIER EAP 
d. To identify needs and interests to 

be met by further programming? LEE 
2. Do we have clear-cut goals to achieve? ____ 
3. Is the topic: 
a. Appropriately worded for discussion? —____ 
b. Of interest to the audience members? ______ 
c. Within the knowledge and range of 

experience of the audience members? ANU 
4, Can we: 
a. Provide a physical set-up helpful to 

discussion? Vani hit 
b. Insure audience comfort? Wn A 
5. Is a moderator available to: 
a. Instruct the resource person(s)? sa Ppa 
b. Understand and show interest in the 

topic? weed 


oe) 


eee 


Gy Provide. .a) satistactony, introduction yuk ee 


d. Plan for and encourage participation 
by allP iba nupe 
e. Keep the discussion moving? B ylgs ae uk 
f. Prevent the resource person(s) from 
excessively dominating discussion? OMI 
g. Properly use the forum as a technique? 


6. Are there resource persons available 
who: 

a. Can work informally and flexibly? 

b. Can stay on the topic? 

c. Can refrain from excessively dominat- 
ing? 

d. Are not afraid to say, “I don't know” 
during discussion? 

e. Have sound knowledge of the topic? 


an 


f. Will use language that the audience 
understands? heres 

g. Will try to understand and work 
toward the goals? 


Sa aEEEEREEEEREREeEEeenettticuemneeeneneemeeneeeeeedt 


7. Will the audience have sufficient in- 
formation about the topic to discuss it 
thoughtfully? 

8. Are there other techniques that might 
be more appropriate? 


If yes, what are they and why? 


G. Responsibilities of the personnel involved 
in a forum 


1. What does the moderator doP 
a. Prior to the forum, the moderator: 


(1) Keeps in mind the topics to be covered and the goals 
sought, developing some questions appropriate for discussion; 

(2) Tries to understand how the forum works; 

(3) Explains to the resource person(s) how the forum will 
function; 

(4) Gets to know the resource person(s) so that he can intro- 
duce them and assist the group to make the best possible use of 
the knowledge each resource person has; 

(5) Plans for physical arrangements that will be conducive to 
discussion and audience comfort; 

(6) Studies the characteristics of the group that is anticipated: 
the age, sex, background, and attitudes of the expected audience 
members, what they will have in common, the ways in which their 
interest and knowledge of the topic(s) will vary—considering 
the implications of all this for conducting the forum, especially 
for encouraging participation; 

(7) Prepares a short introduction to use in opening the forum. 
The introduction will make clear: 

(a) The topic—why it is important and worth discussing, 
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(b) The goals of the session, and the series as a whole, 

(c) The amount of time available for the forum, 

(d) The nature of the forum (how it works) and its relation- 
ship to the technique which precedes it, 

(e) The responsibilities of the audience and the resource per- 
sons, 

(f) The various ways in which audience members can con- 
tribute to discussion, 

(g) The necessary background information: definitions, statis- 
tics, and other facts, 

(h) The names, background, and qualifications of the resource 
persons; 


b. During the forum, the moderator: 


(1) Presents his introduction (see above); 

(2) Begins the discussion by offering a question for discussion; 

(3) Improvises questions when they seem appropriate; 

(4) Keeps the discussion from bogging down on one question 
or issue; 

(5) Encourages the sharing of ideas and opinions in a friendly 
atmosphere; 

(6) Makes such summaries as seem necessary in the course of 
the discussion and in closing; 

(7) Keeps in mind the goals to be met and the topics to be 
covered by discussion; 

(8) Makes certain that every person hears every word spoken 
—restating contributions when necessary; 

(9) Prohibits a monopoly of talk by one person or a few by: 

(a) Warning the group of this danger in his introduction, 

(b) Calling on persons who wish to contribute, 

(c) Politely but firmly cutting short those contributions that 
tend to be overly long or rambling; 

(10) Suggests follow-up study to the audience. 

Encouraging thoughtful participation by everyone who wishes 
to speak may be the major problem facing the moderator. When 
groups are large (over 50 persons) it is difficult to overcome fear 
and timidity which inhibit participation. The good moderator 
anticipates this difficulty and tries to overcome it in several ways: 
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(a) He has studied the characteristics of the group expected 
to be present; 

(b) He has identified aspects of the topic(s) that tend to 
interest as many persons as possible; 

(c) He has developed some provocative questions; 

(d) He has provided the best physical arrangements possible; 

(e) He tactfully controls participants who speak too long or 
outside the subject under consideration. 


2. What do the resource persons doP 


a. Prior to the forum, the resource persons: 


(1) Familiarize themselves with the mechanics of the tech- 
nique to be used (forum); 

(2) Study the characteristics of the audience expected to be 
present; 

(3) Try to understand the relationship of their part of the 
program to the total program; 

(4) Familiarize themselves with the goals of the forum; 

(5) Prepare to participate flexibly and informally; 


b. During the forum, the resource persons: 


(1) Try to avoid being forced into a dominating role; 

(2) Make brief, direct comments; 

(3) Encourage those present to use them (the resource per- 
sons ) as resources—in much the same way that one uses a refer- 
ence book; 

(4) Deal constructively with needs, problems, and interests as 
they emerge from discussion; 

(5) Use words that the audience members understand; 

(6) Say “I don’t know” when a question is outside their area 
of knowledge, or refer the participant to a source for his answer. 


3. What does the audience doP 


a. Prior to the forum, the audience members: 


(1) Study, think, and talk about the topic(s) to be discussed; 
(2) Seek to understand their responsibilities in a forum; 


b. During the forum, the audience members: 


(1) Listen actively and participate verbally by: 

(a) Asking questions, 

(b) Offering information, 

(c) Requesting clarification, 

(d) Giving examples from their personal experience, 

(e) Helping to clarify for others; 

(2) Help prevent a monopoly of talk by one person or a few; 

(3) Insist politely but firmly that the moderator and the re- 
source persons deal with the concerns of the audience; 

(4) Help prevent turning the discussion into a debate; 

(5) Undertake whatever follow-up study and action are ap- 
propriate. 


H. Physical arrangements and audience comfort 


1. Physical set-up. 
RESOURCE PERSONS 


oe 


TABLE 


MICROPHONE S 


—PLATFORM OR STAGE 


AUDIENCE 


2. Audience comfort. Keep the following in mind when making 
arrangements: 


a. Extremes in temperature are distracting; 
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b. All persons involved should be comfortably seated. No one 
should face a glaring light; 

c. All persons should be in a face-to-face arrangement so as to 
permit optimum discussion. With a very large group the best that 
can be done in this respect is usually to arrange chairs in con- 
centric semicircles (as is shown in “the pattern of communica- 
tion,” p. 44); 

d. Select a room or auditorium appropriate to the size of the 
group; 

e. Provide a platform or stage if necessary; 

f. Provide a public address system if necessary (With a very 
large audience, microphones for audience use will be almost 
essential. Be sure to check carefully in advance the operation of 
the public address system. ) ; 

g. A blackboard or easel will usually be needed to keep topics 
and discussion questions before the group; 

h. Provide large name cards to identify the moderator and re- 
source person(s). 


I. How to evaluate after the forum 
has been conducted 

The following check list will aid in appraising how effectively 

this technique has been conducted. It is for the use of (1) the 

persons who selected the forum and (2) those who take part in it. 

It is useful to have mimeographed or dittoed copies of the 
check list available for use at the end of the forum. 

If the trend of the replies is toward “no” and “undecided,” the 
forum probably has been used ineffectively; future errors can be 
avoided if the various replies are discussed briefly in a cooperative 
way. 

Unde- 
Yes No cided 

1. Was the physical arrangement helpful 
to discussion by the audience? ee eee 

2. Was audience comfort provided for? _____ 

3. Did the topic prove to be: 

a. Appropriately worded? eS ies 

b. Of interest to all? LY Sure 

c. Within the knowledge and experience 
of the audience? ees 
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4, Did the moderator: 

a. Instruct the resource persons care- 
fully? 

b. Provide a satisfactory introduction? 
. Guide the discussion effectively? 
. Encourage all persons to participate? 
. Point out the goals to be achieved? 


. Did the resource person(s): 
. Stay on the topic? 
. Supply only such information as was 
requested? 

c. Encourage discussion and differing 
points of view? 


on FY “Cll @y folk fe) 


6. Did the audience members participate 
effectively? 

7. Did the audience members have 
enough knowledge to participate effec- 
tively? 

8. What was accomplished? 

a. Were worthwhile points made in the 
discussion? 

b. Did members of the audience show 
evidence of having acquired information, 
new viewpoints, or of having changed 
attitudes? 

c. Did the group make progress toward 
their goal(s)? 

d. Did problems or needs emerge which 
pointed toward further study or action? 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? 


9. Was the forum an appropriate tech- 
nique for this learning situation? 

What other techniques might have been 
effective and why? 


Beeld: 
Bee. 
[ae ee 
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J. How the forum might be used—an example 


A neighborhood has been plagued by vandalism and irresponsible 
behavior by teenagers. A group of citizens is planning a meeting 
to confront the problem. They expect an audience of about 50 
persons. A symposium will be used to explain some of the causes 
of delinquency and what other neighborhoods have done to 
develop constructive activities for teenagers. The speakers will be 
a psychologist, a social worker, a clergyman, and a teacher. The 
planning committee wants to follow the symposium with a tech- 
nique that will enable the audience to carry on a productive 
discussion of the implications of what has been said about the 
causes of delinquency. That is, they wish for the entire group to 
discuss “What Can Our Neighborhood Do About This Problem 
of Vandalism?” The planning committee considers using group 
discussion (dividing the audience into three discussion groups, 
each of which would discuss the topic just mentioned). They 
reject this technique because: 


1. Their meeting place does not have three rooms that are 
well-suited for group discussion; 

2. A sufficient number of trained discussion leaders is not 
available; 

3. They wish to have all the speakers available as resource 
persons when the topic is discussed by the audience. 


The committee eventually elects to follow the symposium with 
a forum for these reasons: 


1. They have available a well-qualified moderator; 

2. The speakers can serve as resource persons for the forum; 

3. The entire audience can discuss the topic together. This is 
desirable because it is the entire neighborhood that is eventually 
going to have to take action; 

4. The topic is suitable for discussion by a relatively large 


group. 
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VI. Group Discussion 


A. What is group discussion? 


Group discussion is purposeful conversation and deliberation 
about a topic of mutual interest among six to 20 participants 
under the guidance of a trained participant called a leader. 

Group discussion is a technique that offers maximum opportu- 
nity for the individual learner to share his ideas and experiences 
with others. If people fail to accept their responsibilities or are 
untrained in this technique, enlightened conversation will give 
way to debate, argument, or a pooling of ignorance. The entire 
group should have training in the fundamentals of participation 
of which leadership is a part. 

It is important that the group discuss topics that lend them- 
selves to the discussion technique. A good discussion topic meets 
the following criteria: 


1. It interests participants in the group; 

2. It is possible for the participants to have, or acquire, enough 
information to discuss it meaningfully; 

3. It is clearly worded and understood; 

4, It might suggest different points of view. 


B. When should group discussion be used? 


This educational technique can be used for one or more of the 


following purposes: 


1. To encourage people to become aware of and learn about 
problems of their neighborhood, community, institution, or or- 
ganization; 

2. To enable the participant to express his opinions in a group; 

3. To learn about topics of mutual interest; 

4, To develop a nucleus of persons for intelligent leadership in 
a neighborhood, institution, or organization; 

5. To learn about relationships necessary to mature living; 

6. To identify, explore, or solve a problem; 

7. To decide on a plan of action. 
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C. Who are the personnel involved? 


1. The leader is the person who guides the discussion. He is 
not necessarily an expert in the subject or problem area from 
which the topic comes. He needs (or should be willing to acquire ) 
enough knowledge to understand the significance of the topic and 
the issue that it suggests. It is important to remember that leader- 
ship is a role that a trained participant temporarily accepts. It is 
not a position that is permanently bestowed on someone. Most 
discussion groups rotate leadership in order to develop a broad 
base of competent leadership and provide as many persons as 
possible with insight into the problems and duties of the leader. 

Using two leaders. Often two person guide a discussion, one 
termed the leader and the other the co-leader. The co-leader 
assists the leader in any way that seems appropriate in planning 
and. conducting the discussion. He helps develop suggested pur- 
poses, an outline, and discussion questions. He may record the 
significant contributions made during the discussion on a black- 
board or easel. 

2. The group participants are those persons who take an active 
part in the discussion. They presumably are (a) interested in the 
topic, (b) willing to prepare for the discussion, and (c) willing 
to accept responsibility for sharing their ideas and opinions. 

3. The recorder writes on paper such information as the group 
feels will be useful to record. He may be requested to record such 
matters as the points of agreement or disagreement, suggested 
action, or recommendations. He may copy what is written on the 
blackboard or easel so that the blackboard can be erased from 
time to time. 

4. A resource person may be used by the group during discus- 
sion in much the same way that a reference book is used. The 
participants request from him whatever information seems essen- 
tial to meaningful discussion. 

5. An observer may be used to watch the process. He keeps 
appropriate notes and, when asked, shares these reactions with 
the participants for the purpose of improving the discussion and 
interpersonal relationships. He sits away from the group where 
he sees what is going on, but he does not participate in the dis- 
cussion. 
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6. The participants are all the persons involved in the dis- 
cussion: leader, group participants, observer, recorder, and re- 
source person. 


D. What is the usual pattern of communication? 


MM 


LEADER ee! GI the amayomerrome 


“no 
SS OBSERVER 


As the diagram shows, the group participants speak to one 
another and to the leader. The leader should not speak as fre- 
quently as the group participants; but the frequency with which 
the leader speaks will depend on the extent to which the group 
participants accept their responsibilities for the discussion. It 
should be kept in mind (1) that group discussion is purposeful 
conversation and that in no way does it resemble a series of 
short speeches, and (2) that much of the conversation should not 
be routed through the leader. 


GROUP 
PARTICIPANTS 


E. Advantages and limitations of group discussion 


1. Advantages: 


a. This technique provides those who use it with maximum op- 
portunity for the acceptance of personal responsibility for learn- 
ing; 

b. A person can share his experience and opinions with others 
and get their reaction; 


97 


c. One can gain insight into his own behavior; 

d. This technique encourages a person to develop his abilities 
to work as a member of a team; 

e. This technique can assist a person to develop self-confidence 
in group situations; 

f. Persons using this technique effectively usually establish 
friendship, understanding, and acceptance. 


2. Limitations: 


a. The technique is suitable only for groups of 6 to 20 persons; 

b. Unproductive discussion often results when the participants 
have not had training in their roles and responsibilities; 

c. The technique requires that all those taking part have or can 
acquire enough knowledge about the topic to permit meaningful 
discussion; 

d. Some persons probably will not accept responsibility for the 
success of the discussion; 

e. It is relatively easy for one or two persons to dominate the 
discussion; 

f. This technique requires topics that lend themselves to dis- 
cussion. 


F. Check list for appraising group discussion 


This list can be used in making the final decision as to whether or 
not the group discussion is an appropriate technique to use for a 
particular adult learning situation. 

If the answers tend to be “no” or “undecided,” consider using 
another technique. 


Unde- 
Yes No cided 
1. Does the topic lend itself to discus- 
sion? ARMM Awl (ZL LS. 0 
2. Can the topic be worded to encourage 
thoughtful, cooperative discussion? df MOTE NUE Se Gh7, esinae 
3. Is there a clear-cut purpose for the 
discussion? iS Tiel ahi lel ea 
4, Is qualified leadership available? WL NE Yt A 
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5. Will the group be of appropriate size 
(6 to 20 persons )? SA CH ly SN a A 
6. Will the participants have some 
understanding of their responsibilities? Ce NNT ibis) 
7. Can the participants be given training 
in their roles and_ responsibilities (if 
needed )? 
8. Are there available the necessary 
written materials (or a resource person) to 
insure that discussion is carried on in the 
light of authoritative information? TARSAL AN MAO CRC 
9. Can the necessary physical set-up be 
provided: 
a. Face-to-face seating? 
b. Blackboard or easel? 
c. Freedom from noises and distractions? 


10. Are there other techniques that might 
be more appropriate? | CARN 


q 


If yes, what are they and why? 


G. Responsibilities of the personnel involved 
in group discussion 
1. What does the leader doP 
a. Prior to the discussion, the leader: 


(1) Reads information on the topic to be discussed and 

(a) Lists the main ideas on paper, 

(b) Becomes informed about any controversial issues involved; 

(2) Prepares tentative purposes and a brief outline that con- 
tains three or four main points for discussion; 

(3) Prepares questions to start the discussion and keeps the 
group moving toward their goal; 

(4) Makes certain that the necessary physical arrangements 
can be made and that the facilities for the comfort of the group 
will be adequate; 
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(5) Plans for group participation by: 

(a) Preparing to explain or review the responsibilities of the 
participants, 

(b) Studying the characteristics of the group that is antici- 
pated—their age, sex, background, and points of view—in order 
to stimulate their interest and make use of their experience, 

(c) Trying to foresee the obstacles to effective participation 
that may arise, 

(d) Encouraging the participants to do advanced study of 
appropriate written materials; 

(6) Prepares an introduction which will 

(a) Present briefly and logically the topic to be discussed, 

(b) Introduce the topic by using maps, films, pictures, and 
other visual aids if appropriate, 

(c) Explain why the topic is important, relating it to the ex- 
perience and concerns of the participants, 

(d) State the purpose of the discussion as the leader under- 
stands it, 

(e) Encourage effective participation by all, 

(f) Present a brief outline for discussion—two to four major 
phases that suggest themselves to the leader; 


b. Immediately before and during the discussion, the leader 


(1) Arrives early and makes the necessary physical arrange- 
ments; 

(2) Welcomes the participants as they arrive, introducing 
himself; 

(3) Sees that everyone participating is acquainted, using name 
cards if necessary; 

(4) Writes the topic and tentative outline on blackboard or 
easel; 

(5) Presents the introduction he has prepared (see #£6 above); 

(6) Suggests the purpose and the tentative outline to the group 
participants for their approval or modification; 

(7) Guides the discussion, being careful not to be too aggres- 
sive or so retiring that chaos will result; 

(8) Remains flexible despite the outline; 

(9) Refrains from taking sides; 
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(10) Is sensitive to the needs of individual participants and 
the group as a whole; 

(11) Encourages a productive, informal conversation shared in 
by all persons present; 

(12) Encourages and assists the group to evaluate and try to 
improve its performance. 


2. What do the participants doP They 


a. Prepare for discussion by reading and thinking about the 
topic; 
b. Share their ideas and experiences; 
c. Help one another to participate effectively; 
d. Listen thoughtfully; 
e. Face conflict (should it arise) frankly and with understand- 
ing; 
q Ask for clarification when necessary; 
g. Share responsibility for making the discussion productive; 
h. Keep a minority view before the group, if one exists; 
i. Refrain from carrying on “private” conversations (that is, 
talk between two persons who ignore the other persons present); 
j. Seek to promote understanding—rather than to force accept- 
ance of their own points of view; 
k. Suggest 
(1) Changes in the wording of the topic, 
(2) Additions or corrections of the items in the outline sug- 
gested by the leader, 
(3) Modifications or additions to the purpose of the discussion 
as suggested by the leader, 
(4) Improvements in the physical arrangements, 
(5) Opportunities and topics for future discussions, 
1. Do whatever follow-up study and action that seems appro- 
priate. 
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H. Physical arrangements and group comfort 


1. Physical set-up. 


Dili PERSON 


BOARD 


Lo 


GROUP TABLE 
PARTICIPANTS Ds i 


2. Group comfort. 


a. Extremes in temperature are distracting; 

b. The group must be comfortably seated in movable chairs 
around a table or tables; 

c. The members of the group must be able to see and hear the 
leader and each other (face-to-face seating is essential) ; 

d. No person should face a glaring light; 

e. Select a room appropriate to the size of group, free from 
noise and distraction; 

f. Provide a blackboard, chalk, and eraser. An easel and paper 
with a large black crayon is equally useful; 

g. Provide crayon and a 5 X 8 card on which each person can 
print his name in large letters. 


I. How to evaluate after group discussion 


has been conducted 


The following check list should aid in appraising how effectively 
group discussion has been carried on. It can be used by (1) the 
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persons who selected this technique and (2) those who take part 
in the group discussion. You may wish to have mimeographed or 
dittoed copies of this check list for use in evaluating the discus- 


sion. 


If the replies tend to be “no” and “undecided,” group discussion 
may well have been used ineffectively. Future mistakes can be 
avoided if the reasons for the various answers are discussed briefly 


in a cooperative spirit. 


1. Were the following properly oriented 
and instructed prior to the meeting: 

a. The leader (or leaders)? 

b. The participants? 

c. The recorder (if one was used)? 

d. The resource person (if one was 
used ) P 

e. The observer (if one was used)? 

2. Was the physical set-up adequate for 
this technique? 

3. Was the topic 

a. Of interest to all participants? 

b. Appropriately phrased for discussion? 

c. Within the knowledge and experience 
of the participants? 

4. Did the leader show evidence of hav- 
ing : 

a. Planned to encourage participation? 

b. Carefully studied the characteristics 
of the group as a whole? 

c. Encouraged the participants to do ad- 
vanced study? 

d. Stated the purpose of the discussion 
as he understood it? 

e. Informed all participants of their op- 
portunities and responsibilities? 

f. Suggested an outline to the group? 

g. Guided the discussion effectively? 


Yes 


No 


Pecan 


eae 


Unde- 
cided 


es 
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h. Tried to minimize the limitations of 
this technique? 

i. Made occasional summaries that rep- 
resented group views? 

j. Remained neutral? 


5. If two leaders were used, did they 
work well together? 

6. Did the participants show evidence of 
having understood their responsibilities: 

a. Had they prepared to participate? 

b. Did they listen attentively? 

c. Did they contribute to the discussion? 

d. Was verbal participation fairly well- 
balanced? 

e. Did they support one another? 

f. Did they face conflict frankly (if it 
arose)? 

g. Did they permit and encourage dif- 
ference of opinion, keeping minority views 
before the group? 

h. Did they try to differentiate fact from 
opinion? 

i. Did they ask for clarification when 
necessary? 

j. Did they voluntarily suggest ways to 
improve the discussion? 


7. Was effective use made of the re- 
corder? 

8. Was effective use made of the re- 
source person? 

9. What was accomplished: 

a. Were worthwhile points made in the 
discussion? 

b. Did the participants show evidence of 
having acquired information, new view- 
points, or of having changed attitudes? 

c. Have problems or needs emerged 
which point toward further study or action? 
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d. Was there evidence of willingness to 

accept responsibility for further study or 

action? ie aap ae) lO 
10. Was group discussion an appropriate 

technique for this learning situation? REE UE CRANE URN Dre H 


What other techniques might have been 
effective and why? 


J. How group discussion might be used—an example 


A series of six programs about city planning and slum clearance 
are to be televised over the local TV station in a city of 200,000 
persons. The local adult education council sees this as an opportu- 
nity to supplement the telecasts with group learning activities. 
It appoints a committee to explore this possibility. Members of 
the committee are a librarian, a public school adult educator, and 
a representative of the League of Women Voters, the director 
of the TV series, a member of the City Planning Commission, 
and a member of the Urban Renewal League. 

The committee explores several kinds of learning activities 
which might be held in conjunction with the six telecasts. These 
include articles in the press, special study assignments in the 
schools, and exhibits in libraries and store windows. They also 
consider holding meetings at various places throughout the com- 
munity. They have difficulty clarifying the specific goals for such 
meetings. Are they to supplement the information presented over 
TV, or are they to serve as means of getting discussion and 
action concerning the problems presented over TV? After a 
time, it becomes clear that the eventual goal should be intelligent 
action toward solution of city planning and slum clearance prob- 
lems. This will require confining the TV programs to the present- 
ing of information and the raising of issues while leaving the 
discussion of problems and issues to neighborhood discussion 
groups. Each week the person taking part in this educational 
program will watch the program (which will be televised twice 
to insure that he can see it). Then he will meet as a member of 
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a neighborhood discussion group to discuss the ideas and issues 
presented in the TV program. 

The neighborhood discussion groups are scheduled for such 
appropriate places as libraries and schools. In neighborhoods 
where people are reluctant to come to these settings, churches, 
private homes, and even firehouses can be used. Let us assume 
that some well-trained discussion leaders are available from the 
League of Women Voters and other member organizations of 
the adult education council. To develop additional qualified 
leaders a training institute may be held. Persons scheduled to 
lead discussion groups are given specific information and train- 
ing about ways to train their groups. 

By using group discussion in this fashion the planning com- 
mittee has 


1. Taken into account the need for the learners to become 
actively involved in the learning process; 

2. Taken advantage of the trained leadership available in the 
community; 

3. Utilized the television broadcast as the authoritative resource 
material that is necessary if people are to discuss profitably; 

4, Taken into account the fact that group discussion functions 
best with trained leaders and trained participants; 

5. Remember the importance of helpful physical arrangements 
for group discussion and appropriate facilities if all people in 
the community are to feel free to participate. 


VII. INTERVIEW 


A. What is an interview? 


The interview is a 5 to 30 minute presentation conducted before 
an audience in which one or two resource persons respond to sys- 
tematic questioning by an interviewer about a previously deter- 
mined topic. 

The interviewer asks the resource person(s) questions designed 
to explore various aspects of the topic and improvises questions 
as the interview progresses. The resource person has been in- 
formed in advance about the kind of questions he will be asked, 
but no rehearsal of the interview has been held. 
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The questioning is done by a member of the planning com- 
mittee or a person chosen by it. Using one of the group members 
as interviewer usually insures that the questions asked of the 
resource person will be helpful to the audience members. It has 
the effect of bringing the audience members closer to the resource 
person if they identify with the interviewer. 


B. When should the interview be used? 


This technique can be used in adult learning situations to do the 
following: 


1. To present information in a relaxed and informal manner; 

2. To explore or analyze a problem; 

3. To clarify issues; 

4. To stimulate interest in a topic; 

5. To encourage audience participation in a technique that is to 
follow the interview (for example, a forum); 

6. To provide, by way of the interviewer, a bridge between the 
resource person(s) and the audience; 

7. To obtain the impressions of an authority about an experi- 
ence which he and the audience have in common; for example, 
when experts in adult education procedures are interviewed to 
evaluate a conference or workshop at its close. 


C. Who are the personnel involved? 


l. The resource person is the person who is interviewed.* Some 
desirable characteristics and qualifications for the resource per- 
son are: 


a. Knowledge of the topic to be considered; 
b. The ability to give brief, direct answers to the questions 
asked; 


c. The ability to respond in an informal manner. 


2. The interviewer is the person who conducts the interview. 
He should be interested in the topic, intellectually flexible, and 
resourceful. A sense of humor is also helpful. Much of the success 
of the interview as a learning experience will depend on his 


” When the interview is used as a guidance and counseling technique, the 
person interviewed is usually termed the interviewee. However, resource 
person is a preferable term in the context of adult learning. 
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ability to ask questions which will help in exploring the topics 
and achieving the goals of the group. He should have enough 
knowledge and background about the topic to enable him to 
guide the interview. 

3. The audience, the persons watching and listening, will need 
guidance if they are to utilize the interview as a learning experi- 
ence. They may associate an interview with amusement and sit 
back to be entertained. 


D. What is the usual pattern of communication? 


During the interview, the talking is done by the interviewer and 
the resource person. The interviewer speaks directly to the audi- 
ence during his introduction and his concluding remarks. During 
the interview, the interviewer and the resource person try to 
speak in such a way as to cause the audience to feel that they 
are a part of the conversation. 

The diagram below attempts to show that the resource person 
and the interviewer talk to one another, while keeping in mind 
that their conversation is to be heard by the audience. It also 
shows that the interviewer occasionally speaks directly to the 
audience, but that the audience does not participate verbally. 


RESOURCE PERSON INTERVIEWER 
/ \ | ‘ 


STOO Or Or OOK Ore 


AUDIENCE 


E, Advantages and limitations of the interview 


1. Advantages: 

a. Many resource persons prefer being interviewed to deliver- 
ing a speech; 
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b. The resource person can be asked to clarify, expand, or give 
examples where lack of understanding seems apparent; 

c. It is relatively easy to create more audience interest in the 
subject being treated; 

d. The interview is not a complex technique. 


2. Limitations: 


a. Despite the systematic questioning that takes place, this 
technique does not permit a detailed presentation of information; 

b. The interviewer may fail to keep the audience in mind as 
he plans and conducts the interview; 

c. The presentation may be ineffective if the interviewer 
doesn’t modify and supplement his prepared questions while the 
interview is in progress; 

d. The interview may become a series of speeches if the re- 
source person fails to give relatively short and direct answers to 
the questions asked. 


F. Check list for appraising the interview as 
a choice of technique 


This list can be used as a help in deciding whether or not the 
interview is an appropriate technique to use for a particular adult 
learning situation. If the answers tend to be “no” and “undecided,” 
consider using another technique. 


Unde- 
Yes No cided 
1. Are we using this technique to accom- 
plish one or more of the following: 
a. Present information in a relaxed and 
informal manner? BE BEA ee OS ete Aa 
b. Explore or clarify problems and issues 
through questioning? Metis i tnuesa aa! A estoy 
c. Stimulate interest in the topic? se POT AD. NBL Ah 
d. Encourage audience participation in 
another technique that is to follow? LODE OT 2 Sema 
e. Provide a bridge between the audi- 
ence and the resource person? LE) SMA a 
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f, Allow an authority to give his impres- 
sion of an experience that he and the audi- 
ence have in common? 


2. Are we reasonably certain that verbal 
participation by the audience will not be 
essential at this point? (If it is, the use of 
another technique is preferable.) 

3. Do we have clear-cut goals to achieve? 

4, Can we: 

a. Provide the proper physical set-up? 

b. Insure audience comfort? 

5. Do we have available an interviewer 
who meets these requirements: 

a. Does he have some knowledge of the 
topic? 

b. Is he interested in the topic? 

c. Is he flexible and resourceful? 

d. Does he have a sense of humor? 

e. Can he project his voice to an audi- 
ence? ) 

f. Can he instruct the resource person 
about his responsibilities? 

g. Can he promote thoughtful listening? 

6. Do we have available a resource per- 
son who will: 

a. Agree to the interview technique? 

b. Answer questions concisely? 

c. Refuse to answer questions that are 
beyond his knowledge? 

d. Stay on the topic? 

e. Use words the audience understands? 

f. Promote learning on the part of the 
audience? 


7. Are there other techniques that might 
be more appropriate? 


If yes, what are they and why? 
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G. Responsibilities of the personnel involved 
in the interview 


1. What does the interviewer do? 
a. Prior to the meeting, the interviewer: 


(1) Seeks to understand the goals which the interview is sup- 
posed to achieve as well as the relationships between the inter- 
view he is to conduct and the meeting as a whole (or the series 
of meetings, if this is the case), 

(2) Develops a list of stimulating questions which will ex- 
plore the topics under consideration and achieve the intended 
goals, 

(3) Studies the characteristics of the anticipated audience. He 
considers their number, age, sex, knowledge of the topic, and 
motivations in order to help them to learn. He constantly looks 
for ways to make the learning experience interesting and chal- 
lenging, 

(4) Meets with the resource person to: 

(a) Inform him about the questions to be asked, goals, and 
the characteristics of the expected audience, 

(b) Get to know him, 

(c) Test the appropriateness of the questions to be asked in 
the interview, 

(d) Make certain that the resource person understands his 
responsibilities; 

(5) Makes preparations to insure that the physical arrange- 
ments will promote understanding, 

(6) Prepares the introduction with which he will begin the 
interview. The introduction will help to explain the topic; the 
goals and their importance; the technique to be used; the re- 
sponsibilities of the audience; the length of the interview; the 
background and qualifications of the resource person. He should 
relate the topic to the experiences of the audience members if 


possible. 


b. During the interview, the interviewer: 


(1) Presents his introduction (see above); 
(2) Conducts the interview in a conversational manner by: 
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(a) Putting his prepared questions to the resource person(s), 

(b) Improvising questions as they seem appropriate, 

(c) Clarifying or requesting clarification of remarks made by 
the resource persons; 


(3) Asks clear, interesting questions, keeping the audience in 
mind at all times; 

(4) Attempts to allow an appropriate amount of time for each 
question; 

(5) Makes an occasional summary to promote understanding, 
if needed, and a final summary if the interview has been more 
than 15 minutes in length; 


(6) Helps the audience to feel itself a part of the interview; 
(7) Makes closing remarks which: 

(a) Thank the resource person and the audience, 

(b) Summarize (if he feels that a summary is needed), 


(c) Encourage whatever further study and action are ap- 
propriate. 


2. What does the resource person do? 


a. Prior to the meeting, the resource person: 


(1) Meets with the interviewer: 

(a) For instructions regarding topic, goals, and the charac- 
teristics of the expected audience, 

(b) To get to know him, 

(c) To gain understanding of the kind of questions the inter- 
viewer intends to ask, 

(d) To have his responsibilities explained; 

(2) Considers the characteristics of the expected audience in 
order to assist them to learn; 

(3) Tries to understand the interview as a technique for adult 
learning; 


b. During the interview, the resource person: 


(1) Answers the interviewer's questions as clearly and con- 
cisely as he can; 

(2) Avoids making speeches; 

(3) Tries to understand the intent of each question, asking 
for clarification when necessary; 
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(4) Says, “I don’t know,” when necessary; 

(5) Avoids using the interview as an opportunity to display 
his knowledge or advance his pet theories; 

(6) Uses language the audience understands. 


3. What is expected of the audience? 


a. They should be willing to undertake any advance study 
or preparation that is appropriate; 

b. They should arrive on time and listen thoughtfully and 
respectfully to the interview. If the interview is to be followed 
by a forum or a question and answer period, then the audience 
member will want to note questions or comments that he wishes 
to bring out; 

c. After the interview, the audience should be willing to under- 
take appropriate follow-up study and action. 


H. Physical arrangements and audience comfort 


1. Physical set-up. 


MICROPHONES 
RESOURCE PERSON 7 oe 
OF AG TABLE 


PLATFORM OR STAGE 
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2. Audience comfort. Keep the following points in mind when 
making arrangements: 


a. Participants should be comfortably seated and not face a 
glaring light; 
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b. Extremes in temperature are distracting; 

c. Select a room appropriate to the size of the group; 

d. Participants must be able to see and hear well. Use platform, 
microphones, and public address system if necessary. Be sure to 
test in advance the electrical outlet and the functioning of the 
microphones; 

e. Provide drinking water for the interviewer and the resource 
person; 

f. Provide large name cards to identify the interviewer and 
resource person. 


I. How to evaluate after the interview has 
been conducted 


The following check list will aid in appraising how effectively 
this technique has been conducted. It is for the use of (1) the 
persons who selected the interview as the technique to be used 
and (2) those who take part in it. 

It may be useful to have mimeographed or dittoed copies of 
the check list available for use after the interview has been con- 
ducted. 

If the trend of the replies is toward “no” and “undecided,” the 
interview probably has been used ineffectively; future errors can 
be avoided if the various replies are discussed briefly in a co- 
operative way. 


Unde- 

Yes cided 

1. Was the physical set-up helpful and 
free from distractions? 

2. Was adequate comfort provided for? 

3. Was the topic: 

a. Of interest to the audience? 

b. Appropriate in scope? 

c. Well-worded? 

ad. Visible to the audience? 


4, Did the interviewer: 

a. Instruct the resource person well? 
b. Provide a satisfactory introduction? 
c. Ask helpful questions? 
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d. Promote thoughtful listening? 

e. Maintain a friendly climate? 

f. Direct the interview toward the goals? 

g. Make appropriate concluding re- 
marks? 


5. Did the resource person: 

a. Answer questions concisely? 

b. Avoid making speeches? 

c. Answer questions that were not within 
his knowledge with “T don’t know’? 

d. Stay on the topic? 

e. Use words the audience understood? 

f. Promote learning on the part of the 
audience? 


6. Did the audience members carry out 
their responsibilities? 

7. What was accomplished: 

a. Were worthwhile points made in the 
interview? 

b. Did members of the audience show 
evidence of having acquired information, 
new viewpoints, or of having changed at- 
titudes? 

c. Did the group make progress toward 
their goals? 

d. Have problems or needs emerged 
which point toward further study or ac- 
tionP 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? 

8. Was the interview an appropriate 
technique for this learning situation? 


red 


—_—— 


What other techniques might have been effective and why? 
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J. How the interview might be used—an example 


A men’s club regularly has a half-hour educational program dur- 
ing its weekly meeting. It is the custom to have a series of pro- 
grams dealing with legislative issues several months before the 
state legislature convenes. The planning committee has reserved 
one meeting for the state legislator from its local district. The 
committee does not merely turn over the half-hour period to 
the guest, but rather discusses how to insure that the half-hour 
is a productive one for the membership. After considering the 
use of several techniques, the committee decides to use the 
interview, for these reasons: 


1. This particular resource person has difficulty in making a 
brief, well-organized speech; 

2. A well-qualified interviewer is available in the person of 
one of the club members—a teacher of political science; 

3. The interview can be organized in such a way as to bring 
out different points of view toward pending legislation. If he 
were making a speech, the resource person (being a state legis- 
lator) might present only such aspects of the legislative prob- 
lems that seemed favorable to his party or his personal views; 

4, The interviewer can pace the interview in such a way that 
a maximum number of important points are considered in the 
short time available (30 minutes). 

Prior to conducting the interview, the interviewer consults with 
various club members to find out what problems interest them. 
This consultation enables him to develop interest in the meeting. 
It also helps insure that the program will satisfy the expressed 
interests of the club members. 


VIII. PANEL 
A. What is the panel? 


The panel is a group of three to six persons having a purposeful 
conversation on an assigned topic. 

The panel members are selected on the basis of previously 
demonstrated interest and competency in the subject to be dis- 
cussed and their ability to verbalize in front of an audience. The 
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panel members are usually seated at a table in front of the 
audience. 

The conversation among the panel members is guided by a 
moderator who has prepared questions to start and sustain the 
discussion. The audience watches and listens but does not par- 
ticipate verbally. (Frequently the panel is followed by a forum, 
which does allow verbal participation by the audience.) A panel 
usually lasts from 15-45 minutes. 


B. When should the panel be used? 


The panel may be the technique to use when topics and goals 
point toward accomplishing one or more of the following: 


1. Identifying and clarifying problems or issues; 

2. Bringing several points of view before the audience; 

3. Clarifying the advantages and disadvantages of a course of 
action; 

4, Stimulating interest in a topic; 

5. Promoting understanding of the component parts of a topic; 

6. Making use of a wide range of informed opinion. 


C. Who are the personnel involved? 


1. The moderator makes arrangements for the panel and guides 
the discussion. He should have enough knowledge about the topic 
to enable him to promote discussion and encourage learning. Two 
other desirable qualities are resourcefulness and flexibility. 

2. The panel members are persons who have special knowl- 
edge of and interest in the topic to be discussed and the ability 
to verbalize their thoughts. They are selected to represent dif- 
ferent points of view, backgrounds, and experience. They should 
be willing to converse in an informal way without preaching or 
debating. 

The panel members are not necessarily experts. They may be 
persons whose experience qualifies them to speak with some au- 
thority. For example, the topic “Improving Cooperation in Our 
Community” could be discussed by a panel of recognized experts 
in community planning, community development, and _ social 
problems. It could also be profitably discussed by a panel made 
up of such lay persons as a minister, a school board member, a 
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business man, a city councilman, a woman’s club officer, and a 
representative of labor. In this case the panel is composed of 
persons who can speak with some authority as a result of their 
past experience and present responsibilities. 

3. The audience is usually composed of persons interested in 
the topic to be discussed. Their intellectual levels and interests 
will vary considerably. Their presence at the meeting is an indica- 
tion of some interest. It is essential to suit the discussion to the 
needs and interests of the audience, if learning is to occur. If 
controversial issues are involved, many audience members have 
firm opinions before they hear the discussion. Some know very 
little if anything about the topic while others are well informed. 
Some may not be aware of the existence of a problem, while 
others may be unable to identify the problem in terms of per- 
sonal values. 


D. What is the usual pattern of communication? 

The diagram below shows (1) that the conversation flows among 
the panel members and the moderator, (2) that conversation is 
not necessarily routed through the moderator, and (3) that the 
audience members merely listen and observe. 


MODERATOR 


By) OOO) OD aay 


Terr A Ne ae 


E. Advantages and limitations of the panel 
1, Advantages: 


a. Several competent resource persons can often stimulate more 
interest than one; 
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b. Different points of view can be expressed before the audi- 
ence; 

c. Panels usually have an atmosphere of informality; 

d. A well-conducted panel can have a dramatic quality that 
stimulates interest and promotes learning. 


2. Limitations: 


a. The panel requires a moderator with skill in promoting and 
guiding discussion; 

b. Several well-informed, effective panel members are not al- 
ways available; 

c. The audience members may not have enough interest, 
knowledge, and background to profit from the discussion; 

d. An irresponsible panel member may use the occasion to 
promote personal advantage rather than to encourage learning; 

e. Since the panel involves conversation, it sometimes does not 
lend itself to orderly, systematic presentation of information. 


F. Check list for appraising the panel as 
a choice of technique 


This list can be used in making the final decision as to whether 
or not the panel is an appropriate technique to use for a particu- 
lar adult learning situation. 
If the answers tend to be “no” or “undecided,” consider using 
another technique. 
Unde- 
Yes No cided 
1. Are we using the panel to: 
a. Identify and clarify problems or is- 
sues? NRC PIA a Pica A eh ab ae 
b. Bring several points of view before 
the audience? DUNE SRC TEGO Ra aU 
c. Clarify the advantages and disadvan- 
tages of a course of action? ENN 22E ASI EAT 
d. Stimulate interest in a topic? UDINE Sa LUE 
e. Promote understanding of the com- 
ponent parts of a topic? SEW alre Ma enrer eR CRIS Ges 
f. Make use of a wide range of in- 
formed opinion? SRAM ME PA rath ev hat 


119 


2. Can we: 

a. Provide the proper physical set-up? 

b. Insure audience comfort? 

3. Do we have a topic about which there 
is a considerable range of informed opinion 
among the available panel members? 

4. Do we have clear-cut goals to achieve? 

5. Do we have a moderator who has the 
following qualifications: 

a. Does he have enough knowledge 
about the topic and goals? 

b. Can he instruct the panel members? 

c. Can he promote effective discussion 
among the panel members? 

d. Can he encourage active listening by 
the audience? 

e. Does he understand the panel as a 
technique? 

f. Can he remain neutral and yet show 
interest? 

6. Do we have available panel members 
who: 

a. Have the necessary knowledge? 

b. Are interested in the topic(s)? 

c. Can converse informally? 

d. Can stay on the topic? 

e. Keep in mind the needs and inter- 
ests of the audience? 

f. Can refrain from making speeches or 
talking too much? 

7. Are we reasonably certain that audi- 
ence participation will not be essential at 
this point? (If it is, the use of some other 
technique is preferable. ) 

8. Are there other techniques that might 
be more appropriate? 

If yes, what are they and why? 


: 
| 


| 
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G. Responsibilities of the personnel involved 
in the panel 


1. What does the moderator do? 
a. Prior to the meeting, the moderator: 


(1) Makes certain that he understands (a) the topic to be 
discussed, (b) the goals of the meeting or series of which the 
panel is a part, (c) the amount of time available for the panel, 
and (d) the technique he is employing; 

(2) Studies the characteristics of the group that is anticipated. 
He considers the age, sex, background, and points of view of the 
audience members: What will they have in common and in what 
respects will their interest in and knowledge of the topic vary? 
What facts about the audience would help in instructing the 
panel members and guiding the discussion? How can the audi- 
ence members be encouraged to listen carefully? 

(3) Prepares some questions relating to the topic. These ques- 
tions should be of interest to the audience and assist the modera- 
tor to start the discussion and keep it moving; 

(4) Meets with the panel members prior to the meeting in 
order to: 

(a) Get to know them, their backgrounds, and their points of 
view that relate to the topic, 

(b) Explain to them their responsibilities, among which are: 
stick to the point, make short contributions rather than speeches, 
speak clearly, and converse in a lively spontaneous way, 

(c) Help them understand the purposes and goals underlying 
the discussion they are to take part in and those of the meeting 
or series as a whole, 

(d) Inform them about the characteristics of the expected 
audience; 

(5) Makes preparations to insure that the proper physical 
set-up will be made; 

(6) Explores the possibilities of encouraging the audience to 
do advance and follow-up study of helpful resource materials; 

(7) Plans his introduction. The introduction should include: 

(a) The topic and its importance, 

(b) The purpose of the discussion, 
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(c) What the audience can expect to learn and the need for 
active listening on their part, 

(d) The time limits of the discussion, 

(e) The names and qualifications of the panel members; 


(8) Decides whether or not it will be useful and practical to 
hold a brief “warm up” for the panel members immediately be- 
fore the panel is conducted. One purpose of this meeting is to 
allow the moderator to get the feel of the discussion by conduct- 
ing a brief conversation similar to the one that will be presented 
to the audience. Another purpose is to permit a review of such 
details as the names of the panel members, the goals of the panel, 
and the seating locations on the platform. If discussion of the 
topic is undertaken, the moderator should guard against the 
danger of the panel members getting so far into the discussion 
that much of the spontaneity will be lost in the presentation to 
the audience. 


b. During the panel discussion, the moderator: 


(1) Gives the introduction that he has prepared (see above); 

(2) Tries to develop a friendly, informal atmosphere; 

(3) Guides the discussion by offering comments and questions 
which keep the conversation lively and related to the topic; 

(4) Provides opportunities for all panel members to converse; 

(5) Guards against the domination of the conversation by one 
or two panel members; 

(6) Remains neutral; 

(7) Summarizes occasionally; 

(8) Allows an appropriate amount of time for each question 
to be discussed; 

(9) Tries to relate discussion to the knowledge and back- 
ground of the audience by asking for elaboration, examples, and 
practical applications; 

(10) Makes a final summary (if necessary); 

(11) Encourages appropriate follow-up study and action by 
the audience. 
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2. What do the panel members do? 


a. Prior to the meeting, the panel members: 


(1) Familiarize themselves with this technique; 

(2) Study the characteristics and needs of the group expected 
to be present; 

(3) Try to understand the goals and the relationship of the 
panel in which they are to participate to the meeting or series as 
a whole; 

(4) Prepare to participate flexibly and informally; 


b. During the panel discussion, the panel members: 


(1) Converse in a lively spontaneous way; 

(2) Try to make their contributions meaningful to the audi- 
ence; 

(3) Keep their contributions brief and to the point; 

(4) Refrain from dominating the discussion; 

(5) Say “I don't know” when necessary. 


3. What does the audience doP 


a. Prior to the meeting, the audience should: 


(1) Think about the topic and goals of the meeting; 

(2) Do advance study (if appropriate); 

(3) Try to understand the goals and the relationship of the 
panel to the meeting or series as a whole; 


b. During the panel discussion, the audience should: 


(1) Understand that this can be a learning experience if they 
participate intelligently as listeners; 

(2) Try to relate the discussion to their own experience; 

(3) Make a note of points about which they wish further expla- 
nation; 

(4) Keep in mind the need for appropriate follow-up study 
and action. 


H. Physical arrangements and audience comfort 


1. Physical set-up. 


ey ea 
PANEL gor SPN ey a 


i. ws : 
TABLES 


O—FLAG 


PLATFORM OR STAGE 


AUDIENCE 


2. Audience comfort. Keep in mind the following points when 
making the arrangements: 


a. Extremes in temperature can be distracting; 

b. The audience should be comfortably seated; 

c. The audience must be able to see and hear the moderator 
and panel members; 

d. The audience and panel members should not face a glaring 
light; 

e. Select a room or auditorium appropriate to the size of the 
group and the character of the meeting; 

f. Provide a platform or stage if necessary; 

g. Provide chairs and tables for the moderator and panel mem- 
bers; 

h. Secure a public address system with individual microphones 
if necessary; 

i. Provide large name cards to identify each panel member 
and the moderator. 
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I. How to evaluate after the panel 
been conducted 


has 


The following check list will aid in appraising how effectively 
this technique has been conducted. It is for the use of (1) the 
persons who selected the panel as the appropriate technique and 


(2) those who took part in it. 


It may be useful to have mimeographed or dittoed copies of 
the check list available for use after the panel has been pre- 


sented. 


If the replies tend to be “no” and “undecided,” the panel prob- 
ably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


1. Was the topic appropriate for discus- 
sion? 

2. Was the physical set-up appropriate 
for this technique? 

3. Did the moderator: 

a. Understand and properly instruct the 
panel members in the use of this tech- 
nique? 

b. Try to encourage the audience to 
listen carefully and relate the discussion 
to their experience? 

c. Make clear the goals to be achieved? 

d. Promote effective discussion among 
the panel members? 

e. Adequately instruct the panel mem- 
bers? 

4, Did the panel members: 

a. Have the necessary knowledge? 

b. Discuss with the needs and interests 
of the audience in mind? 

c. Stay on the topic? 

d. Refrain from making speeches or talk- 
ing too much? 


Yes 


No 


Unde- 
cided 


5. Did the audience members: 
a. Seem to be interested? Bei ASS SRA LRN 
b. Listen attentively? NaCl HNO Aes GL Gin ts Bike 


6. What was accomplished: 
a. Were worthwhile points made in the 

discussion? Eee ea NO ea 
b. Did members of the audience show 

evidence of having acquired information, 

new viewpoints, or of having changed atti- 

tudes? Pe 
c. Did the audience make progress to- 

ward their goals? MIST E AM aDAE) Ai 
d. Have problems or needs emerged 

which point toward further study or ac- 

tion? ELEN URSA, be 
e. Was there evidence of willingness to 

accept responsibility for further study or 

action? Le CE ee 


7. Was the panel an appropriate tech- 
nique for this learning situation? ee eee 


What other techniques might have been 
effective and why? 


J. How the panel might be used—an example 


The planning committee for a workshop for high school history 
teachers wishes to encourage teachers to do more reading. They 
consider scheduling a speech by a college history teacher who 
might speak on the importance of reading. They reject this idea 
because no stimulating speaker is available at the time needed. 
They also feel that a more informal presentation is needed and 
that the topic lends itself to discussion. After inquiring, the com- 
mittee identifies four high school history teachers who do a 
great deal of reading and seem to be well qualified to serve as 
members of a panel. A competent moderator is available, so the 
committee schedules a panel on the topic “Reading as an Adven- 
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ture and a Professional Responsibility.” The panel members are 
to converse about: 


1. The kinds of reading they do; 

2. How they find time to read; 

3. Reading as a professional responsibility; 
4. The rewards of reading. 


This choice of technique may result in a stimulating presenta- 
tion that motivates the audience member to increase the amount 
of reading that he does. The technique is appropriate because: 


1. Several qualified panel members and a competent moderator 
are available; 

2. The topic has discussable aspects; 

3. It is desirable to stimulate interest with this presentation; 

4. It is desirable to get the points of view of several persons; 

5. Seeing and hearing four of their colleagues testify about the 
pleasures and value of reading may encourage reading on the 
part of the audience members. 


IX. Qurer MEETING 


A. What is a quiet meeting? 


A quiet meeting is a 15 to 60 minute period of meditation and 
limited verbal expression by a group of five or more persons. 

This technique is characterized by periods of silence and by 
occasional spontaneous verbal contributions by a member of the 
group. The periods of silence include meditation, concentration, 
and study about the topic which has been placed before them on 
a blackboard or easel. Freedom of expression is strongly en- 
couraged. 

When a participant wishes to share an idea, opinion, or reaction 
of any kind, he speaks. The participants do not necessarily react 
to or build upon each other’s contributions as they do in group 
discussion. Also, they are under no obligation to talk. 

The quiet meeting requires a group of persons who are not 
strangers to each other. It is usually not held at the outset of a 
series of educational activities. It is used at a point when the 
leaders or members feel that reflection and contemplation are 
desirable. 
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B. When should the quiet meeting be used? 
This technique is used to accomplish one or more of the follow- 
ing purposes: 

1. To promote personal reflection in a corporate setting; 

2. To encourage people to clarify their thinking about a topic; 

3. To provide an opportunity for people to relate ideas that 
have been presented in previous sessions; 

4. To encourage the creative expression of ideas; 

5. To permit the expression of personal feelings; 

6. To enable the participants to gain new perspectives and 
refresh their minds when a meeting or series of meetings has 
ceased to be productive; 

7. To re-establish a productive atmosphere when strong feel- 
ings have been aroused or a pointless argument has developed; 

8. To provide a period of reflection in order to promote thought- 
ful discussion later; 

9. To offer the participants opportunities to reflect before 
reaching conclusions or choosing a course of action; 

10. To give a resource person (who listens and observes) the 
opportunity to study the needs and attitudes present in a group 
that he is assisting which could enable him to help more effec- 
tively in later activities of the group.* 


C. Who are the personnel involved? 


1. The chairman opens and closes the meeting. He does not 
lead discussion since the participants are not carrying on a 
discussion; 

2. The participants are a rather closely knit group of 5 to 35 
persons who are relatively comfortable in each other's presence 
(They should be persons who apparently are capable of bearing 


silence. ); 


D. What is the usual pattern of communication? 


The participants do not converse, but rather they express their 
ideas and feelings. Therefore, almost all verbal contributions are 


*If a resource person is present, he is not used to provide information 
during the quiet meeting. 
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made to the group as a whole. Except for his brief introduction 
and concluding remarks, the chairman’s contributions are similar 
in character to those of the other participants. 

The diagram below expresses: 


1. That there are very few verbal contributions during the 
meeting; 

2. That the speaking usually takes the form of isolated com- 
ments that are not directed to particular persons; 

3. That many of the participants often remain silent; 

4, That seating is not necessarily face-to-face. 


O @ 
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-PARTICIPANTS 
E. What are the advantages and limitations of 
the quiet meeting? 


1. Advantages: 


a. This technique can help us to learn to make creative use of 
silence and to place a premium on thinking; 

b. A person can voluntarily express his needs in an uninhibited 
but thoughtful way; 

c. A sense of fellowship can result from the silence and medita- 
tion; 


d. A relatively deep level of thought can be reached. 


2. Limitations: 


a. Not all groups have members with enough self-discipline 
to get along without guidance by a leader; 

b. Some people find it impossible to bear silence; 

c. The required physical setting is not always available (a 
place that lends itself to reflection and meditation ); 
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d. This technique requires that the participants have previously 


become acquainted. 


F. A check list for appraising the quiet meeting 


as a choice of technique 


This check list can be used in deciding whether or not the quiet 
meeting is an appropriate technique to use for a particular adult 


learning situation. 


If the answers tend to be “no” or “undecided,” consider using 


another technique. 


1. Are we using the quiet meeting for 
one or more of the following purposes: 

a. To promote personal reflection in a 
corporate setting? 

b. To encourage people to clarify their 
thinking about a topic? 

c. To provide an opportunity for relat- 
ing ideas previously presented? 

d. To encourage the creative expression 
of ideas? 

e. To permit the expression of personal 
feelings? 

f. To enable a resource person to study 
the needs and attitudes of the participants? 

g. To allow the participants to refresh 
their minds when a meeting or series of 
meetings has ceased to be productive? 

h. To re-establish a productive atmos- 
phere after a period of harmful tension? 

i. To precede discussion by reflective 
thinking? 

j. To encourage careful thinking before 
deciding on a course of action? 

2. Do we have clear-cut goals to achieve? 

3. Can we: 

a. Provide the proper physical set-up? 
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Yes 


os 


Unde- 
cided 


b. Insure audience comfort? WSR) 

4, Can those who are to participate bear 
silence? SIS Bvt SUM LAE aR 

5. Will the participants be acquainted 
with each other? 

6. Is the topic to be used one that does 
not require a resource person? 

7. Is the topic of interest to all par- 
ticipants? 

8. Is the size of the group expected to be 
from 5 to 35 persons? 

9. Are there other techniques that might 
be more appropriate? 


Tiere aly aren Ene yy pct 6 (a Cr Me a Ue ee en 


G. Responsibilities of the personnel involved in 
the quiet meeting 


1. What does the chairman doP 
a. Prior to the meeting, the chairman: 


(1) Makes certain that he understands the topic and its exact 
wording as selected by the planning committee or whoever 
arranged for the meeting; 

(2) Selects and arranges the physical facilities for the meeting; 

(3) Recommends to the participants (on some occasions) ad- 
vance reading or thought about the topic; 

(4) Tries to understand how this technique works. 


b. During the meeting, the chairman: 


(1) Explains the functioning of this technique to the partici- 
pants, stressing the importance of periods of silence; 

(2) Writes the topic on the blackboard or easel; 

(3) States the amount of time available for the meeting (from 
15 to 60 minutes ); 

(4) Performs the same role as that of any participant during 
the meeting itself. He need not speak at all; 
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(5) Closes the meeting at the specified time; 

(6) Makes a few remarks, if need is indicated, at the end of 
the meeting, that give what he believes to have been the signifi- 
cance or implications of the meeting. This will depend on his 
judgment or previous instructions. 


2. What do the participants doP 


a. They may prepare for the meeting in any way that the 
chairman suggests or they consider appropriate; 

b. They seek to understand this technique; 

c. They speak only when they have a contribution that they 
feel will be of help to others or that they are especially anxious 
to express; 

d. They use the long periods of silence as opportunities for 
reflection and meditation; 

e. They do not feel obligated to build up each other's contri- 
bution; 

f. They help to bring about an atmosphere of acceptance, fel- 
lowship, and mutual support. 


H. Physical arrangements and group comfort 


1. Physical set-up. 


BLACKBOARD 


= = 
= : 
WH 68 


Ret ie 
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2. Group comfort. 


a. The room should be one that is especially free from noise or 
distraction and appropriate to the size of the group; 

b. The group can be seated around a table (or tables) ar- 
ranged in a rectangle, seated in rows, or on chairs scattered 
throughout the room; 

c. No person should face a glaring light; 

d. Extremes in temperature are distracting; 

e. Provide a blackboard, chalk, and eraser. An easel and paper 
with a large black crayon is equally useful. 


I. How to evaluate after the quiet meeting 
has been held 


The following check list should aid in appraising how effectively 
the quiet meeting has been conducted. It can be used by (1) the 
persons who selected this technique, and (2) those who take part 
in the quiet meeting. 

It may be useful to have duplicated copies of the check list 
for use after the meeting has been held. 

If the replies tend to be “no” and “undecided,” the quiet meet- 
ing may well have been used ineffectively; future mistakes can 
be avoided if the reasons for the various answers are discussed 
briefly in a cooperative way. 


Unde- 
Yes No cided 


. Did we accomplish our goals? 

. Was the topic: 

. Appropriate for the group? ab RECN REA APSA af 

. Of interest to all participants? i RE Ae ae ca 
c. Appropriate for consideration without 

the aid of a resource person? PNT AYE MEAS AEA cane CREW sre 
3. Were the physical facilities and ar- 

rangements adequate? ahd USE LA Nic haahse 
4, Was the group able to use silence 

effectively? shad ah, Wc tah taala 
5. Did people apparently feel free to ex- 

press their ideas and feelings? UN oe Ph ee 
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om Ne 


Did the chairman: 

. Give a brief, helpful introduction? 

. Carefully explain this technique? 

. Begin and close on time? 

. Refrain from acting as a discussion 


leader? Hae 


aomn & 


7. What was accomplished: 

a. Were worthwhile points made? 

b. Did the participants show evidence of 
having clarified ideas? 

c. Was the silence refreshing? 

d. Have problems or needs emerged 
which point toward further study or action? 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? ASSAM AN AUN TSeaA hae 


Ee 
Pleo ee 


8. Was the quiet meeting an appropriate 
technique for this situation? AS CRA BUREN AOS NE) 


What other techniques might have been 
effective and why? 


J. How the quiet meeting might be used—examples 


Here are examples of the use of this technique in two different 
settings: 


1. An industrial group can hold a quiet meeting to encourage 
practical thinking and problem solving. The group can reflect 
together about a problem that has defied solution by other ap- 
proaches. “Waste” is a serious continuing problem of many in- 
dustries. A quiet meeting might be used by some employees and 
their superiors in an attempt to come up with some fresh answers 
to this problem. This unique technique might lead to the dis- 
covery of a new solution. 

2. A church group can hold a quiet meeting to encourage 
meditation about or understanding of an insight, a religious teach- 
ing, or a moral precept. Here the emphasis would be on con- 
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templation in an atmosphere of fellowship and trust. In addi- 
tion to speaking, the participant might express his feelings by 
reading aloud or singing. 

(It should be noted also that the technique could just as well 
be used for reflection about a problem that confronts a church. 
A group of parents might hold a quiet meeting on a topic like 
“How Can We Make More Opportunities for Family Prayer?”) 


X. ROLE-PLAYING 


A. What is role-playing? 

Role-playing is a spontaneous portrayal (acting out) of a situa- 
tion, condition, or circumstance by selected members of a learn- 
ing group. 

Role-playing emphasizes relationships among people. Role- 
playing is done by members of the learning group who try to 
portray typical attitudes, rather than by persons having special 
acting abilities. After a problem or situation has been illustrated 
by role-play, the learning group discusses and interprets the 
action through the use of another technique such as group dis- 
cussion. 

An outstanding feature of role-playing is the emotional impact 
that comes from observing or taking part in a dramatic presenta- 
tion. The role-players, and those observing them, usually come 
closer to an actual experience of the feelings and reactions con- 
nected with the problem or situation than they would by reading 
or hearing an account of it. Role-playing is especially valuable as 
a technique for getting people in a frame of mind for self- 
examination. 


1. A conversation between a school teacher, a principal, a 
parent, and a child with a disciplinary problem. The scene might 
show differing points of view about the problem and suggest 
different approaches to its solution. 

2. Conflict arising from a grievance of a factory worker who 
feels that working conditions should be improved. The players 
might include the worker, his foreman, the shop superintendent, 
and the union steward, each of whom sees the problem from a 
different point of view. 

3. Differences in aims and values among leaders in a local 
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church. The minister, a trustee, an elder, a deacon, the church 
superintendent, and the director of religious education might 
present points of view as to church needs which ought to have 
top priorities for programming and allotment of available funds. 


B. When should role-playing be used? 
Role-playing may be used: 

1. To illustrate dramatically various aspects of an interpersonal 
problem in order that they can be discussed; 

2. To promote the understanding of the viewpoints and feel- 
ings of other persons; 

3. To discover how people might react under certain condi- 
tions; 

4. To provide skills and training in such areas as problem-solv- 
ing and diagnosis; 

5. To encourage the audience member to gain insight into his 
own attitudes and behavior. 


C. Who are the personnel involved? 


1. The leader is the person who sets up the role-play. He 
should understand the uses and limitations of role-playing and 
be able to direct the entire learning experience; 

2. The role-players are members of the group who volunteer or 
are selected to play roles. They do not need experience in acting 
(In fact it is better if they lack it, since the temptation to try for 
dramatic excellence should be avoided.) ; 

3. The audience are those who observe the role-play in order 
to learn from it. They support the role-players in any necessary 
way and take part in the discussion that follows. 


D. What is the usual pattern of communication? 


Since role-playing is the acting out of a situation or incident with 
the audience observing, the players do not talk directly with the 
audience, but rather with each other, as in any dramatic presenta- 
tion. Their main task is to try to put into words the attitudes of 
the persons they are playing and to see that their presentation 
can be seen and heard clearly at all times by all members of 
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the audience. For these reasons the pattern of communication is 
not shown here with a diagram. 


E. What are the advantages and limitations 
of role-playing? 


1. Advantages: 


a. A role-play usually stimulates the audience to listen and 
observe with interest; 

‘-b. Persons in the audience can often see themselves in the 
roles played and thereby gain in self-understanding; 

c. By playing a role or observing, individuals come to under- 
stand how others think and feel under certain conditions; 

d. This technique can result in a more vivid presentation than 
that which usually results from talking about a problem or situa- 
tion; 

e. This technique is especially useful for problem analysis 
involving feelings and attitudes. 


2. Limitations: 


a. This technique cannot be used to accomplish highly com- 
plex objectives; it must be restricted to simple, clear-cut problems 
and situations; 

b. There is often the temptation to use role-playing as a gim- 
mick rather than as a means to encourage and facilitate learning; 

c. The technique requires alert, careful direction; it is not an 
easy one to use effectively; 

d. The role-play’ must be supplemented by the effective use 
of other techniques; 

e. The group may become so involved in the technique that 
they neglect subject matter or content; 

f. Role-players may become so involved in their roles that 
they manifest emotions of deep personal significance; 

g. The prospects of playing a role can cause fear and anxiety 
in the players; 

h. Some groups of learners may reject this educational tech- 
nique. 
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F. Check list for appraising role-playing as a 


choice of technique 


This list can be used in making the final decision as to whether or 
not role-playing is an appropriate technique to use for a particu- 


lar adult learning situation. 


If the answers tend to be “no” or “undecided,” consider using 


another technique. 


1. Is the use of role-playing intended to 
accomplish one or more of the following: 

a. Illustrating a problem in order that it 
_ can be discussed intelligently? 

b. Promoting understanding of the feel- 
ings and viewpoints of others? 

c. Testing in advance how people may 
react under certain conditions? 

d. Encouraging audience members bet- 
ter to understand their own attitudes and 
actions? 

2. Is the problem or situation to be dealt 
with an appropriate one for the expected 
audience? 

3. Is the problem or situation relatively 
clear-cut and simple? 

4. Is the group so constituted that they 
are likely to resist using role-playing? 

5. Will the physical conditions lend 
themselves to the use of this technique? 

6. Are there clear-cut goals to achieve? 

7. Is the leader qualified to set up and 
use role-play? 

8. Can we provide for and lead an 
analysis and discussion of the role-play? 

9. Are members of the group willing to 
play the various roles? 
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Yes 


10. Are there other techniques that 
might be more appropriate choices? PAPEETE Use OU 


If yes, what are they and why? 


G. Roles and responsibilities of the personnel 
involved in role-playing 

Listed here are the major steps in using role-playing as a learning 
technique: (1) defining the problem and visualizing the situa- 
tion; (2) determining the roles to be played; (3) casting the 
characters; (4) briefing the players and the audience; (5) acting 
out the scene; (6) replaying the scene (if desirable); and (7) 
analyzing or interpreting the role-play (by means of another 
technique). 

There are two ways that these steps can be taken: (1) the 
entire process is under the direction of a leader who plans and 
arranges for the role-play in advance of the meeting; or (2) the 
leader can assist the group in setting up a role-play as the need 
arises. It should be carefully noted that either approach demands 
that the acting out of the scene be spontaneous and unrehearsed. 
The difference in the two approaches lies in the extent to which 
the planning is done in advance of the meeting. 

The explanation that follows is geared to the first approach 
in which the leader or a planning committee has set up the 
role-play prior to the meeting. However, a group setting up 
role-playing while a meeting is in progress should be guided 
through exactly the same procedural steps by the leader. In 
this case, all the following items would read something like this: 
“The leader assists the group to . . . define the problem, deter- 
mine the roles, cast the characters,” etc. 


1. What does the leader doP 


a. Prior to the meeting, the leader: 


(1) Carefully studies the characteristics of the group that is 
anticipated. He considers age, sex, background, and attitudes of 
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those who will be present. He tries to envision their reaction to 
the role-play, including their familiarity with it. 

If the group is expected to resist the use of this technique he 
may plan to minimize their resistance by introducing it in a 
manner that will not be threatening; 

(2) Defines the problem and visualizes the situation to be 
portrayed. The problem and situation should be relatively simple 
since the role-play is not suitable for getting at either complex 
problems or a long series of related problems; 

(3) Determines the roles to be played. The general character- 
istics of each role in the situation to be played should be carefully 
worked out and written down. The number of roles should be 
kept to a minimum (usually from two to five); 

(4) Determines whether or not the scene shall be replayed and, 
if so, whether or not roles will be reversed or new “actors” will 
be used during the replay. A scene is replayed to contrast two 
ways of doing something or to show the effects of a change in 
the behavior of one or more of the players; 

An example of this would be a role-play showing the “wrong 
way for an employee to handle an angry customer, followed by 
the “right way.” Sometimes in replaying a scene, roles are re- 
versed. This means that a player who has just played one role 
now takes another. This is done in order to allow the player to 
experience the situation or problem from another point of view. 
The effects of the reversing of roles would probably be discussed 
by the audience following the role-play; the player who reversed 
roles would be asked about differences in his feelings and his 
reactions as he goes through the scene the second time. A scene 
should be replayed only for definite reasons; 

(5) Casts the characters. He does not seek persons with acting 
ability since the technique does not call for excellent acting. It is 
permissible to encourage a person to take a role but no one 
should be unduly “pressured.” Sometimes people take roles in 
which they feel at ease; sometimes they take roles that require 
them to use imagination and empathy. The leader must select 
his cast according to the situation to be portrayed and the players 
available; 

(6) Briefs the players. Briefing may be oral or written. The 
leader decides how much each player is to be told about the role 
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he is to play. This will vary and depend on the goals and the 
situation to be portrayed. Sometimes a short written description 
of the role is given to each player.* The role-play is never re- 
hearsed. The goals of the role-play, the situation, and the charac- 
terizations are explained to the players, but the action is spon- 
taneous; 

(7) Plans for the necessary physical arrangements: 

(a) Will properties be needed? 

(b) How should the role-play be staged so that all can see 
and hear? 

(c) If another technique precedes the role-play, will a break 
be necessary to permit the players to make last-minute prepara- 
tions? 

(8) Prepares an introduction that will help the audience to 
understand: 

(a) The goals of the role-play, 

(b) The situation to be portrayed, 

(c) Where the action is taking place, 

(d) The roles (with fictitious names) and the person portray- 
ing each role, fA 

(e) Any background information necessary for understanding 
the role-play, 

(f) The responsibilities of the audience to: 

—to avoid expecting too much of the players. 

—to observe carefully. 


* For example: In a role-play dealing with a parent-teacher-child relation- 
ship, a description of the parent’s role might be: Mrs. Jones. She is an intel- 
ligent, educated mother who is disturbed oyer her child’s behavior. She is 
not the type who believes that her child can do no wrong. But she does 
feel that the teacher and the principal are mishandling her child’s behavior 
roblem. 

4 In a role-play dealing with a problem between a minister and the officers 
of his church, a description of the minister’s role might be: He is a young, 
energetic minister, fresh from seminary. He is anxious to build up and re- 
vitalize his church as quickly as possible. He is liable to interpret cautious 
advice by the church officers as a dragging of feet. 

+ Sometimes special assignments for Onin as are given. Part of the audi- 
ence may be assigned to observe a particular player. Or a part of the 
audience may be asked to observe the action with one question in mind, 
while other observer “teams” observe with other questions in mind. For 
example, one group might be asked to keep this question in mind as they 
observe: “How would the situation be affected if Bill would listen to John’s 
remarks and refrain from raising his voice?” 
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—to observe in terms of the goals and the kind of discussion or 
analysis scheduled to follow the role-play. 


b. Before, during and after the role-play is presented, the 
leader: 


(1) Checks physical arrangements; 

(2) Gives final briefing to the players in a short “warm-up” 
period for getting in character; 

(3) Presents his introduction to the audience; 

(4) Calls for the action to begin; 

(5) Cuts off the action at an appropriate time (as soon as the 
desired aspects of the problem or situation have been revealed); 

(6) “Releases” the actors from their roles—usually by calling 
on each one who wishes to express how he felt in the role or make 
any comment he wishes (Note: it is especially important to fore- 
stall any player’s getting too far into his role—that is, beginning 
to act as if he actually were the person being portrayed. ); 

(7) Calls for a replay of the scene if such a course has been 
agreed on in advance. The role-play may be discussed before 
the replay, or the two versions may be completed before the 
actors are released from their roles and the analysis is begun; 

(8) Conducts an analysis or discussion of the action by use 
of another technique* (or turns the leadership of the meeting 
over to a person previously designated to do this). 


2. What does a role-player doP 
a. Prior to the role-play, the role-player: 


(1) Accepts only roles that he feels are appropriate for him; 
(2) Tries to understand the goals of the role-play; 
(3) Tries to get the “feel” of the role he is to play. 


b. During the role-play, the player: 


(1) Assumes as nearly as he can the identity of the person 
he has agreed to play; 

(2) Does not try to put on a great acting performance; 

(3) Keeps in mind the goals of the role-play; 
* For example, a panel might be used to discuss the role-play; a speech 


might be used for commentary on it; discussion groups might be set up; or 
a forum might be used to permit audience discussion with expert assistance. 
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(4) Tries to enjoy himself in the role without showing off or 
attempting to entertain the audience; 
(5) Avoids getting too far into the role. 


3. What is expected of the audience? 


a. They should make appropriate preparation in the form of 
reading or thinking about the problem or situation; 

b. They give moral support to the actors and do not evaluate 
or criticize the acting; 

c. They should carefully observe the role-play in the light of 
the goals stated, and in the manner suggested, by the leader; 

d. They should contribute to thoughtful analysis and discussion 
following the role-play. 


H. Physical arrangements and audience comfort 


1. Physical set-up. 


ROLE PLAYERS 


Heth 
PROPERTIES vinGikiNEEDED:) 


PLATFORM OR STAGE 


—— AUDIENCE ——~ 


2. Audience comfort. Keep the following points in mind when 
making arrangements: 

a. Extremes in temperature are distracting; 

b. Select a room appropriate to the size of the group; 

c. Provide platform or stage if necessary; 
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d. Audience members should not face a glaring light and must 
be able to see and hear at all times; 

e. Provide a public address system if necessary (one micro- 
phone for each player); be sure to carefully test its operation in 
advance. 


I. How to evaluate after the role-playing 
has been conducted 


The following check list will aid in appraising how effectively 
the role-play has been conducted. It can be used by (1) the 
persons who selected this as the appropriate technique and (2) 
those who take part in and observe the role-play. It is useful to 
have mimeographed or dittoed copies of the check list for use 
when the role-play has been concluded. 

If the replies tend to be “no” and “undecided,” role-playing 
may well have been used ineffectively; future mistakes can be 
avoided if the reasons for the various answers are discussed 
briefly in a cooperative spirit. 


Unde- 
Yes No cided 
1. Was the problem or situation por- 
trayed of interest to the audience? FURAN Mies SOR 
2. Were the physical arrangements ade- 
quate for the audience to see and hear the 
role-players? ec this OM ee 
3. Did the problem or situation lend it- 
self to dramatic treatment? POMOC aemE aM ee CE hie, 
4. Were the audience and the players 
given. clear/instructions and orientation())| 2 2. a eee 
5. Was role-playing used to promote 
learning rather than as a gimmick? ye a 
6. Was the role-play carefully directed 
with ‘all necessary steps properly takenP 9 ____ _2@_ ss 
7. Did the role-players: 
a. Accept only appropriate roles? JAS eee. pn 
b. Understand the goals of the role-play? 
c. Assume the identity of the character 
assigned them? aha SEN ae 
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d. Refrain from showing off or over- 

acting? PEC aise eugene Pe, SEVIER 
Cavoicseettingtoolar into.their rolesy 5 ae 
8. Was satisfactory analysis made of the 

role-play? iad sete Vp demeont. Ut ore 
9. Did the audience members: 
a. Make advance preparation? eee NMC aE AR. Shuto 
b. Support the players and refrain from 

criticizing the acting? pale Dn phy A aisle A ty ls ul 
c. Observe carefully? bye Bb Site Medivh cae 
d. Contribute thoughtful analysis or dis- 

cussion? By Se Seg ae iat Wa TN eh Yoel 
10. What was accomplished: 
a. Were worthwhile points made in the 

role-play? a ane SY aml Sea, 
b. Did members of the audience show 

evidence of having acquired information, 

new viewpoints, or of having changed atti- 

tudes? Mob iy Tabet (PRS 
c. Did the group make progress toward 

their goals? HOLD Mes ue Ate scant Wer be 
d. Have problems or needs emerged 

which point toward further study or actionP —___.. ____ ____ 
e. Was there evidence of willingness to 

accept responsibility for further study or 

action? Sorat MM Os PAR pt 
11. Was the role-play an appropriate 

technique for this learning situation? SADA LMAO us nae Aa) 


What other techniques might have been 
effective and why? 


J. How role-playing might be used—an example 


A small planning group of agricultural extension personnel and 
4-H leaders have become concerned about a problem: Young 
adults in rural areas who do not go to college are facing a diffi- 
cult adjustment. Modern technology is resulting in fewer and 
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fewer good jobs available in farming for persons who lack special- 
ized training. The large efficient farm is replacing the small farm. 
As a result, in many rural communities there are numerous young 
adults (18-30 years of age) who face the future with uncertainty. 
They may not be trained for non-farm jobs. They may not know 
how to go about moving to another community to establish them- 
selves. 

Our planning committee intends to provide educational activi- 
ties designed to meet this problem. They envision a series of 
evening meetings held in various private homes to assist these 
young adults to learn to face their problems with confidence. 

It is clear that many of the young adults in question have prob- 
lems that grow out of their living with parents and grandparents. 
In many cases the parents do not understand the technological 
changes that are taking place in farming. They may insist that 
their children remain to farm the property just as they and their 
forefathers did despite evidence that the farm will not be able 
to compete with the larger farms of the future. 

The committee gradually realizes that at least one session will 
have to make use of a technique that dramatizes some of the 
interpersonal problems, relationships, and attitudes likely to be 
found in the homes of the young adults who will participate in 
the meetings. So the committee invites three of these young per- 
sons to assist in setting up role-plays that will bring out various 
problems and attitudes that emerge in the family situation. One 
role-play is to center on the problems arising when the young 
adult and his parents cannot agree with each other about the 
implications of the rapid changes in farming and rural life. 

A situation is planned that will include the roles of a middle- 
aged farmer, his wife and his married son and his wife. They 
will carry on a family discussion that brings out differing atti- 
tudes toward a decision that the young couple must make. The 
young man has an opportunity to take a job in a factory far away. 
His father does not wish him to leave, despite the fact that the 
farm will not support two families. The young man’s wife wishes 
him to take the job. His mother’s opinion waivers between the 
two courses of action. The role-players will be given freedom to 
bring out whatever aspects of the problem they think are appro- 
priate once the role-play is under way. 
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The use of this technique should: 


1. Assist the learner to better understand similar problems 
that he faces; 

2. Put the learner in a frame of mind that will encourage him 
to examine his own feelings and attitudes that may need chang- 
ing; 

3. Emphasize the interpersonal aspects of a problem of this 
kind; 

4, Help the learner to grasp how persons like his parents think. 
and feel about major adjustments. 


Role-playing is the proper technique to use because: 


1. The problem involves relationship among people and peo- 
ple’s attitudes and feelings; 

2. A dramatic illustration seems appropriate; 

3. It should not be difficult to get people to take the various 
roles; 

4. A person is available who knows how to conduct role-playing 
properly; 

5. A competent leader is available to guide discussion follow- 
ing the role-play. 


XI. SEMINAR 


A. What is the seminar? 


The seminar is a group of 5 to 30 persons engaged in specialized 
study and led by a recognized authority in the subject being 
studied. 

The purpose of the seminar is to provide an opportunity for 
the participants to study a subject under the guidance of an 
authority. The study may be relatively advanced in character, 
with each seminar member doing individual study and reporting 
as suggested by the director. Usually the members prepare 
written or oral reports which they share with each other. A num- 
ber of different educational procedures may be used in the 
seminar. 

A typical session usually goes something like this: 
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Time 
15-30 minutes 


10-30 minutes 


5 minutes 


20-30 minutes 


10-15 minutes 


15 minutes 


Technique 


Speech by 


Directors 


Reports by 
Members 


Question Period 


Group Discussion 


Speech by 


Directors 


Planning and 
Assignments 


Purpose 


To present introductory 
information about the 
topic; 

To provide information 
about several phases of 
the topic, from the mem- 
bers’ viewpoints, after 
consulting resource ma- 
terials; 

To make certain that each 
report is understood; 

To synthesize and assimi- 
late the information pre- 
sented in the report(s) 
and permit conversation 
about the discussible as- 
pects of the topic; 

To allow the director to 
correct erroneous ideas, 
suggest new ideas; and 
encourage further study 
and thought; 


To plan for future sessions. 


B. When should the seminar be used? 


The seminar may be used to: 


1. Undertake careful study under the guidance of a well-quali- 


fied authority; 


2. Reach a conclusion based on thorough investigation; 
3. Present information systematically; 
4. Discuss or lay out necessary research for the solution of a 


problem; 


5. Identify and explore problems. 
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C. Who are the personnel involved? 


1. The director of the seminar is chosen for his extensive know]- 
edge in the area to be studied and his ability to assist others to 
learn. He is in charge of the seminar at all times. He alternately 
takes the roles of coordinator, teacher, resource person, and dis- 
cussion leader. He should understand which role is appropriate 
at a particular time and how to carry it out. He should know how 
to direct individual and group study, how to encourage interest, 
and how to help others to accept their share of responsibility for 
study and discussion. He should have the desire to learn as well 
as teach and look on the seminar as a personal learning opportu- 
nity; 

2. The seminar members are usually persons with similar 
knowledge and background. They should be interested in the 
topic and willing to undertake systematic, thoughtful study and 
discussion. 


D. What is the usual pattern of communication? 


We have said that one feature of the seminar is the presentation 
of information by the director of the seminar and the members. 
Obviously, when a speech is underway or when someone is read- 
ing a paper, the verbal communication is merely one way as in the 
diagram for speech (Diagram 20). 

At other times, however, the verbal communication is charac- 
terized by free interchange among the members and between the 
members and the director as the following diagram shows. 


SEMINAR MEMBERS 


SEMINAR DIRECTOR 
149 


E. Advantages and limitations of the seminar 


1. Advantages: 


a. A recognized expert or authority is available to assist the 
learners; 

b. Careful, systematic inquiry and discussion can take place; 

c. Active participation is stimulated, not only in the discussion 
period, but through the preparation and presentation of reports. 


2. Limitations: 


a. It is often difficult to obtain a person who has the necessary 
qualifications to direct the seminar; 

b. Members may refuse to spend the time required for pre- 
paring adequate reports; 

c. Appropriate resource materials may not be available; 

d. Members may be reluctant to participate verbally when 
given the chance. The presence of an expert may inhibit them. 


F. Check list for appraising the seminar as a 
choice of technique 


This list can be used as a help in deciding whether or not the 
seminar is an appropriate technique to use for a particular adult 
learning situation. 

If the answers tend to be “no” or “undecided,” consider using 
another extended technique. 


Unde- 
Yes No. cided 
1. Are we using the seminar to accomp- 
lish one or more of the following: 
a. Encouraging thoughtful study under 
expert direction? 
b. Reaching conclusions based on thor- 
ough investigation? 
c. Presenting information systemati- 
cally? 
d. Discussing or laying out research? 
e. Identifying and exploring problems? ____ 
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2. Is our topic an appropriate one for 
the group? 

3. Do we have clear-cut goals to achieve? 

4, Are the necessary resource materials 
available? 

5. Can we provide the necessary physical 
set-up and insure the comfort of those par- 
ticipating? 

6. Do we have a director available who: 

a. Knows thoroughly the area to be 
studied and its resource materials? 

b. Can plan a seminar? 

c. Knows how to direct individual and 
group study? 

d. Shows interest and enthusiasm for his 
subject? 

e. Knows how to use appropriately such 
techniques as the speech, question period, 
and group discussion? 

f, Can encourage people to accept re- 
sponsibility? 

g. Can present information effectively? 

7. Are the potential seminar members: 

a. Similar in background and knowledge 
about the topic to be studied? 

b. Willing to study systematically? 

c. Willing to participate actively? 

8. Are there other techniques that might 
be more appropriate choices? 


If yes, what are they and why? 


ee 
eres 


eras 
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G. Responsibilities of the personnel involved 
in the seminar 


1. What does the director do? 
a. Prior to the seminar, the director: 


(1) Plans the course of study with the needs and interests of 
the members in mind; 

(2) Makes arrangements for necessary materials and facilities; 

(3) Suggests advance preparation to the members; 

(4) Assigns readings and suggests provocative discussion ques- 
tions; 

(5) Seeks to clarify the purpose and goals of the seminar; 

(6) Thinks about the characteristics of the group he will be 
working with in order to identify needs and interests that might 
help him to encourage study and discussion; 

(7) Considers techniques, devices, and educational aids to be 
used for presenting information and promoting discussion; 

(8) Prepares his introductory speech. 


b. During the seminar, the director: 


(1) Presents the introductory speech he has prepared; 

(2) Tries to communicate enthusiasm and interests as well 
as ideas; 

(3) Respects the adult’s individual dignity and rights; 

(4) Leads or directs someone else in the leading of the ques- 
tion period, the group discussion, and other techniques which 
may be used; 

(5) Asks participants to present their reports; 

(6) Avoids acting exclusively as a teacher—the ideal is a 
teaching-learning relationship in which all are learning together; 

(7) Offers resource information on request or at appropriate 
times; 

(8) Avoids preaching, pontificating, and showing off his broad 
knowledge; 

(9) Encourages different points of view; 

(10) Assists the members to select individual topics for future 
study; 
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(11) Assists each member to prepare his report; 

(12) Comments on each report; 

(13) Leads (or asks for a qualified volunteer to lead) a dis- 
cussion following each report; 

(14) Encourages continued study after the close of the semi- 
nar; 

(15) Supervises the arrangement and reproduction of the find- 
ings in a report (if this is to be done). 


2. What do the seminar members doP 


a. Prior to the seminar, the members: 


(1) Try to understand the goals of the seminar; 

(2) Do whatever study and thinking are recommended by 
the seminar director; 

(3) Prepare clear and logical report(s) to the seminar, if re- 
quested; 

(4) Seek to understand the workings of this technique (the 
- seminar ); 
(5) Prepare themselves for learning. 


b. During the seminar, the members: 


(1) Accept responsibility for individual study and for the suc- 
cess of the seminar; 

(2) Select specific topics for individual study; 

(3) Present oral or written reports clearly and logically; 

(4) Help the director to avoid becoming an excessively au- 
thoritarian teacher; 

(5) Listen actively and participate in one of the many ways 
open to them: 


(a) Request clarification, 

(b) Offer ideas and opinions, 

(c) Prepare reports, 

(d) Build on the contributions of others, 

(e) Offer suggestions for modifying or improving the seminar, 
(£) Seek solutions to problems and assist others in their search. 
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H. Physical arrangements and group comfort 


1. Physical set-up. 


BLACKBOARD RESOURCE MATERIAL 


se in i ial fa ca ed 


~—TABLE—-- 
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Group comfort. 


a. Extremes in temperature are distracting; 

b. Comfortable seats can be helpful; 

c. No one should face a glaring light; 

d. Room should be of appropriate size, permitting materials 
and worktable to be available continuously; 

e. Provide blackboards, projector, and screen (if necessary ); 

f. Room should be free of distracting noises; 

g. Provide a crayon and a 5 x 8 card on which each person 
can print his name. 


I. How to evaluate after the seminar 

has been conducted 
The following check list will aid in appraising how effectively this 
technique has been conducted. It is for the use of (1) the per- 
sons who selected the seminar as the appropriate technique and 
(2) those who take part in it. 

It may be useful to have mimeographed or dittoed copies of 
the check list available for use after the seminar. 


154 


If the replies tend to be “no” and “undecided,” the seminar 
probably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


Yes 
1. Was the topic of the seminar an ap- 
propriate one for the group to study? MSNA aa 
2. Were the physical arrangements con- 
ducive to the comfort of the group and to 
effective learning? es LN ke 
3. Were the necessary resource materials 
available? Be un 
4, Were appropriate educational aids se- 
lected? UNE U NORD 
5. Were educational aids used effec- 
tively? WAU aE 
6. Were the seminar members: 
a. Sufficiently similar in background and 
knowledge? PAA ane 
b. Informed about the topic prior to the 
beginning of the seminar? Tinned al 
c. Willing to do sustained, systematic 
study? Ma one 
d. Effective participants in discussion? ____ 
e. Willing to make reports? AN ealnibls 
7. Did the director of the seminar: 
a. Assist the group to understand the use 
of this technique? EN tt 
b. Have clear-cut goals which he shared 
with the group? Ne a 
c. Do adequate planning? pT 
d. Know thoroughly the area under 
study? pHa NN 
e. Present his information effectively? _____ 
f. Know how to assist others to learn? _____ 
g. Effectively use various educational 
techniques? OMS 


No 


Unde- 
cided 


h. Experience difficulty in alternately 
serving as teacher, resource person, and 
discussion leader? 

i. Refrain from showing off his knowl- 
edge? 

8. What was accomplished: 

a. Did the seminar members show evi- 
dence of having acquired information, new 
viewpoints, or changed attitudes? 

b. Did the seminar members make prog- 
ress toward their goals? 

c. Have problems or needs emerged 
which point toward further study or ac- 
tion? 

d. Was there evidence of willingness to 
accept responsibility for further study or 
action? 

9. Was the seminar an appropriate tech- 
nique for this situation? BOSE 

10. What other techniques might have 
been effective and why? 


J. How the seminar might be used—an example 


A county council of social agencies has 30 members. The mem- 
bers are lay leaders and professional persons such as executive 
secretaries for the Girl Scouts, Y.M.C.A., Red Cross, Council of 
Churches, and Boys’ Club. One aspect of the council’s work is 
to provide opportunities for the self-education of its members. A 
considerable portion of the regular monthly meeting is usually 
given over to educational activities. 

They usually hold general meetings. However, someone points 
out that the general meetings can only scratch the surface of this 
broad and vital topic (“Trends in Our Society That Have Impli- 
cations for Social Agencies”). The group decides that this is a 
topic which requires guided study over an extended period of 
time. They arrange for a series of seminars, each under the 
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direction of a qualified expert. This will enable all of the council 
members who are really concerned to explore the topic in depth. 


XII. SPEECH 
A. What is the speech? 


A speech is a carefully prepared oral presentation of a subject by 
a qualified person. It is frequently referred to as a lecture. 

This technique appears to be easy to use. However, for pro- 
ductive learning, the program using the speech requires careful 
planning. 


B. When should the speech be used? 


The speech may be the technique to use when your topics and 
goals point toward doing one or more of the following: 


1, Presenting information in an organized way; 
2. Identifying or clarifying problems or issues; 
3. Presenting analysis of a controversial issue; 
4. Stimulating or inspiring the audience; 
5. Encouraging further study or inquiry. 


C. Who are the personnel involved? 


1. The chairman arranges for the speech and presides over it. 
He should be able to plan this assignment. He should possess a 
reasonably good speaking voice. A sense of humor is helpful. 
The person who serves as chairman for the entire meeting can 
also act as chairman for the speech, if he has the necessary 
qualifications; 

2. The speaker should be well informed about the topic he is 
treating and able to relate his presentation to the needs and 
interests of the audience. He must be capable of delivering a 
well-organized speech within the time limit using language that 
the audience understands; 

3. The audience is usually composed of persons interested in 
the topic to be presented. The extent of their knowledge and the 
degree of their interest will vary from person to person. Their 
presence at the meeting is an indication of some interest. If 
controversial issues are involved, many of the persons in the 
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audience will have made up their minds one way or another 
before they come to the meeting. Some will know very little if 
anything about the topic and others will be better informed. The 
audience may contain persons who do not recognize the exist- 
ence of a problem or are unable to identify the problem in terms 
of personal opinions or values. The audience may also include 
persons who know something about the issues to be presented 
but who have not come to any definite conclusions. 


D. What is the usual pattern of communication? 


Since the speaker and the chairman do the talking, this technique 
is characterized by verbal communication that flows in one di- 
rection—from the platform to the audience. The following dia- 
gram shows this pattern. 


SPEAKER CHAIRMAN 


as 


COO) CO) SOE Nay 


AUDIENCE 


E. Advantages and limitations of the speech 


1. Advantages: 


a. Facts and opinions can be presented in an orderly system- 
atic way; 

b. Educational aids can readily be used by a speaker to ac- 
company the presentation; 

c. A skillful speaker can stimulate and motivate the partici- 
pants to further study and inquiry; 
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d. Large numbers of persons can be accommodated with this 
technique; 

e. Information can be made available to persons who will not, 
or cannot, use printed materials. 


2. Limitations: 


a. Only one person's ideas, background, and point of view are 
presented; 

b. The audience has no opportunity for verbal participation; 

c. The effects of the speech upon the audience cannot be 
easily determined; 

d. A careless or irresponsible speaker may distort facts; 

e. The speaker may use words that people cannot understand; 

f. Some speakers are more interested in making a speech than 
in helping people to learn. 


F. Check list for appraising the speech as a 
choice of technique 


This list can be used in making the final decision as to whether 
or not the speech is an appropriate technique to use for a par- 
ticular adult learning situation. 

If the answers tend to be “no” or “undecided,” you should 
consider using another technique. 


Unde- 
Yes No cided 
1. Are we using the speech in order to 
accomplish one or more of the following: 
a. Identifying or clarifying problems or 
issues? 
b. Analyzing a controversial issue? 
c. Presenting information in an organ- 
ized way? 
d. Stimulating or inspiring the audi- 
ence? 
e. Encouraging further study or inquiry? 


2. Have clear-cut goals been achieved? 
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3. Are we reasonably certain that verbal 
participation by the audience is not es- 
sential at this point in the program? 

4, Can we provide the necessary physi- 
cal set-up and insure audience comfort? 

5. Do we have a speaker with these 
qualifications: 

a. Knowledge of the topic? 

b. Ability to use words and examples 
that the audience understands? 

c. Ability to make an organized presen- 
tation? 

d. Ability to stay within the time limit? 

e. Willingness to try to speak to the 
needs and interests of the audience? 

6. Is a chairman available who can: 

a. Plan with the speaker and carefully 
instruct him concerning his responsibilities? 

b. Introduce the speech effectively? 

c. See that the speaker stays within the 
allotted time limit? 

7. Are there other techniques that might 
be more appropriate choices? 


If yes, what are they and why? 


G. Responsibilities of the personnel involved 


in the speech 


1. What does the chairman doP 


a. Prior to the meeting, the chairman: 


(1) Carefully studies the characteristics of the anticipated 
audience. He considers their age, sex, background, and possible 
points of view toward the topic to be presented. What will they 
have in common and in what respects will their knowledge and 
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interests vary? What are the implications for instructing the 
speaker and introducing the speech? 

(2) Meets with the speaker* in order to: 

(a) Get to know enough about him to make an effective intro- 
duction, 

(b) Explain the topics and goals of the speech and its in- 
tended length, 

(c) Find out the speaker’s plans regarding the use of educa- 
tional aids, 

(d) Find out whether or not the speaker would like to use 
a lectern and a public address system; 


(3) Prepares an introduction that will make clear: 

(a) The topic—why it is important and how it relates to the 
lives of audience members, 

(b) The purposes of the speech—what the listener hopes to 
gain by active listening, 

(c) The reasons for using this technique, 

(d) The name, title, background, and qualifications of the 
speaker, 

(e) The relationships between the speech and other parts of 
the program (or series) that may have preceded it or that may 
follow it, 

(f) The intended length of the speech. 


b. During the meeting, the chairman: 


(1) Gives his introduction with interest and cordiality; 

(2) Makes appropriate remarks at the close of the speech: 

(a) Relating the speech to the over-all goals and topics for 
the meeting or series, 

(b) Encouraging the audience to further study, 

(c) Thanking the speaker; 

(3) Closes the meeting or turns over its direction to the ap- 
propriate person. 


* A less satisfactory way of instructing the speaker is by letter. When it is 
necessary to carry on the instruction by mail, information should be very 
clearly stated. 
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2. What does the speaker doP 


a. Prior to the meeting, the speaker: 


(1) Plans to meet the needs and interests of the audience and 
keeps in mind the goals the speech is to achieve; 

(2) Plans to stay within the time allowed; 

(3) Plans for the use of educational aids if desirable; 

(4) Plans appropriate examples and illustrations; 

(5) Meets any agreed-upon deadline for submitting written 
draft of his speech; 

(6) Plans to use ideas, vocabulary, and examples appropriate 
to the background and experience of the audience. 


b. During the meeting, the speaker: 


(1) Makes a logical, orderly presentation; 

(2) Uses appropriate vocabulary and illustrative examples; 

(3) Observes audience reaction to his presentation in the 
hopes of making his speech as meaningful as possible; 

(4) Stays within alloted time limit. 


3. What is expected of the audience? 


a. Prior to the meeting, the audience members: 


(1) Should prepare by reading appropriate materials and 
thinking about the topic to be covered in the speech; 

(2) Should try to understand the goals the speech is to achieve 
and the goals of the meeting or series. 


b. During and after the speech, the audience members: 


(1) Should listen actively; 

(2) Try to relate the speech to their own experience; 
(3) Keep in mind the goals of the speech; 

(4) Undertake appropriate follow-up study and action. 


162 


H. Physical arrangements and audience comfort 


1. Physical set-up. 


oe ee 
cama 


Or Lac On WICROPHONE 


PLATFORM OR STAGE 


AUDIENCE 


2. Audience comfort. Keep the following points in mind when 
making arrangements: 


a. Provide platform or stage if needed; 

b. Adequate seating arrangements for the speaker and the 
chairman should be provided on the stage or platform; 

c. Provide a speaker's stand (if speaker wishes to use one) 
and sufficient light for him to see his notes; 

d. Secure a public address system if necessary; 

e. Extremes in temperature are distracting; 

f. Audience should be comfortably seated; 

g. Audience must not face glaring light; 

h. Audience must be able to see and hear the speaker; the 
speaker should be able to see the entire audience; 

i. Select a room or auditorium appropriate to the size of the 
group and the character of the meeting; 

j. If such educational aids as maps, charts, graphs, films, slides, 
and blackboard are to be used, consider carefully their suita- 
bility, their location, and visibility to the entire audience: 

(1) Educational aids can detract from the speech if allowed 
to remain in front of the audience after being used; 

163 


(2) If a projector is used, an electrical outlet must be avail- 
able. The outlet should be tested prior to the meeting to see if 
it functions when the lights are turned off. 


I. How to evaluate after the speech has 
been presented 


The following check list will aid in appraising how effectively this 
technique has been conducted. It is for the use of (1) the per- 
sons who selected the speech as the appropriate technique and 
(2) those who hear the speech. 

It may be useful to have mimeographed or dittoed copies of 
the check list available for use after the speech has been pre- 
sented. 

If the replies tend to be “no” and “undecided,” the speech 
probably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


Unde- 
Yes No. cided 
1. Was the speaker's presentation: 
a. Delivered in an organized way? 
b. Understood by the audience? 
c. Related to the interests and needs of 
the audience? 
d. Suited to the intended goals? 
e. Appropriate in length? 
2. Were appropriate visual aids em- 
ployed? 
3. Were visual aids used effectively? 
4, Was the physical set-up right for ef- 
fective use of this technique? 
5. Was audience comfort sufficiently pro- 
vided for? 
6. Did the chairman: 
a. Successfully instruct the speaker? 
b. Effectively introduce the topic and 
the speaker? 
c. Include the necessary information in 
his introduction? 
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d. Encourage the audience to listen ac- 
tively? 

e. See that the speech ended on time? 

7. Did the audience appear to: 

a. Have made advance preparation and 
study? 

b. Listen with interest? 

8. Were there times during the speech 
when audience participation seemed de- 
sirable? 

9. What was accomplished: 

a. Were worthwhile points made in the 
speech? 

b. Did members of the audience show 
evidence of having acquired information, 
new viewpoints, or of having changed atti- 
tudes? 

c. Did the group make progress toward 
their goals? 

d. Have problems or needs emerged 
which point toward further study or ac- 
tion? 

e. Was there evidence of willingness to 
accept responsibility for further action? 


10. Was the speech an appropriate tech- 
nique for this situation? 


What other techniques might have been 
effective and why? 


J. How the speech might be used—an example 


| 
a 


| 


d 


A national organization, like the Red Cross, operates by means 
of an administrative plan that is based on regions or districts. It 
is customary for the local representatives in each district to come 
together periodically for in-service training meetings. At one 
district meeting the group wishes to learn about a new practice 
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adopted by the organization. The only available person with 
knowledge about the new practice is the district vice-president. 
He is a capable and stimulating speaker and will have available 
some educational aids useful in explaining the new practice. 

Since some of the information is technical, an interview as a 
technique does not seem appropriate. Since the audience mem- 
bers will have little or no knowledge about the topic, a colloquy 
is not a logical choice. The speech is selected as the appropriate 
technique because: 


1. Only one qualified person is available to present the infor- 
mation; 

2. Appropriate educational aids are available; 

3. The learning situation calls for a clear explanation. 


XII. Symposium (ANCIENT CONCEPT) 


A. What is the symposium (ancient concept)? 


A symposium is a group of 5 to 20 persons who meet in a home 
or private dining room to enjoy good food, entertainment, fel- 
lowship, and with the desire to discuss informally a topic of 
mutual interest. 

After the group has begun eating, the previously selected topic 
is introduced by the symposiarch (the moderator). The group 
members are then free to talk informally about the topic if they 
wish. When everyone has finished eating and the table has been 
cleared, the group carries on a more systematic but informal dis- 
cussion of the topic under the guidance of the symposiarch. 

As a rule, this technique is used for leisurely exploration of a 
topic rather than problem-solving or discussing highly contro- 
versial issues. 


B. When should the symposium (ancient concept) 
be used? 


This educational technique can be used when it is desirable to 
accomplish one or more of the following: 


1. To provide a complete program (i.e., social activity, food, 
entertainment, and discussion); 
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2. To examine or explore the component parts of a topic or 
topics; 

3. To offer opportunities for self-expression; 

4, To encourage persons with similar interests to exchange 
ideas in an informal and friendly atmosphere; 

5. To provide an opportunity for husband and wife to associ- 
ate with friends; 

6. To encourage study and discussion of interest areas usually 
not considered in our work-a-day lives. 


C. Who are the personnel involved? 


1. The symposiarch is the presiding member of the meeting. 
He should be selected for his ability to plan and carry out the 
details of the meeting. He should be able to encourage people 
to enjoy themselves but at the same time be able to guide the 
discussion. A sense of humor is very helpful. 

2. The participants are the 5 to 20 persons invited to take 
part; they are congenial and interested in exchanging ideas about 
the topic(s) to be considered. 


D. What is the usual pattern of communication? 


ARIAT 


PSM SSE 


This diagram reveals (through the arrows) how the conversa- 
tion flows among those participating. The diagram shows that 
there can be verbal participation by all. It shows that, while 
contributions should be offered to the group as a whole, a brief 
interchange between two participants is permissible. 

As a rule, the symposiarch recognizes persons before they 
speak, but spontaneous contributions are also in order. The extent 
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to which he exercises control of the discussion will vary with 
(1) the difficulty of the topic, (2) the size of the group, and (3) 
the ability of the participants to accept responsibility for produc- 
tive discussion. 


E. Advantages and limitations of the symposium 


1. Advantages: 


a. Eating together in an informal setting tends to eliminate 
real or imaginary social and intellectual barriers and to foster 
free exchange of ideas; 

b. Food, music, and mutual interests can result in a pleasant 
learning situation that is likely to be free from excessive conflict 
and controversy; 

c. All persons present have opportunities for verbal participa- 
tion; 

d. Timid or shy persons are inclined to enter into discussion 
within this technique; 

e. The opportunity is available for each person to develop an 
idea rather fully. 


2. Limitations: 


a. It is necessary for the participants to have relatively much 
in common, as regards interests and knowledge of the topic(s) 
to be discussed; 

b. As a rule, discussion is not as purposeful or direct in intent 
as with some techniques—general information tends to be 
brought out; 

c. It is sometimes difficult to distinguish fact from opinion; 

d. The setting and the food may cause some of those present 
to be lethargic or indifferent to the intellectual aspects of the 
meeting; 

e. Only a relatively small number of persons can be involved. 


F. Check list for appraising the symposium 

as a choice of technique 
This list can be used in making the final decision as to whether 
or not the symposium is an appropriate technique to use for a 
particular adult learning situation. 
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If the answers tend to be “no” or “undecided,” consider using 


another technique. 


1. Is this technique being used to ac- 
complish one or more of the following: 

a. To provide a complete, well-rounded 
program? 

b. To examine or explore the component 
parts of a topic? 

c. To offer each person opportunities for 
self-expression? 

d. To avoid excessive conflict and con- 
troversy? 


2. Do we have clear-cut goals to achieve? 

3. Do we have a topic that: 

a. Is appropriately worded for discus- 
sion? 

b. Is of interest to all participants? 

c. Is within the knowledge and range 
of experience of all participants? 

d. Lends itself to relaxed, leisurely ex- 
ploration? 


4. Can we provide adequate physical 
arrangements including music and good 
food and surroundings free from noise and 
other distractions? . 

5. Do we have available a symposiarch 
to do the following: 

a. See that the necessary arrangements 
are made? 

b. Prepare questions to stimulate discus- 
sion? 

c. Establish a cordial atmosphere free 
from tension? 

d. Guide the discussion smoothly and 
with firmness? 


Yes 


Unde- 
cided 
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6. Are there other techniques that might 
be more appropriate? MURAI y MCLANE, tlc t 


If yes, what are they and why? 


G. Responsibilities of the personnel involved 
in the symposium 
1. What does the symposiarch do? 


a. Prior to the meeting, the symposiarch: 


(1) Plans the meeting and sees that the necessary arrange- 
ments are made for the meal, the music, the seating of the par- 
ticipants, and other details; 

(2) Selects, with the approval of the group or planning com- 
mittee, a topic to be discussed. (If a planning committee has 
previously selected the topic, the symposiarch makes certain that 
he understands it thoroughly.) The topic should be one that the 
group can discuss comfortably; it should be worded so as to en- 
courage cooperative discussion and be related to the background 
and experience of the participants; 

(3) Makes certain that he understands the mechanics of the 
symposium and the intended length of the one he is to lead 
(The recommended length is one and one half to two hours); 

(4) Prepares some questions that will stimulate discussion. The 
questions should be clearly related to the topic; 

(5) Carefully studies the characteristics of the group that is 
anticipated. He reflects about the age, sex, background, and 
points of view of the participants: what will they have in com- 
mon? in what respects will their interest and knowledge of the 
topic vary? What implications can be drawn for the conduct of 
the symposium? 

(6) Suggests appropriate advanced reading to the participants, 
if it seems advisable to do so; 

(7) Plans to encourage follow-up study and action. He may 
obtain materials to distribute for further study; 

(8) Prepares an introduction that will: 

(a) Clarify the topic and purpose of the discussion, 
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(b) Encourage participation by all, 

(c) Provide necessary background information, 

(d) Relate the topic to the experience of the participants, 
(e) Establish a cordial atmosphere. 


b. During the meeting, the symposiarch: 


(1) Attends to such details as seating and introductions; 

(2) Presents his introduction to the topic for discussion (see 
above ); 

(3) Presides in an informal and friendly manner, acting as a 
guide or helper rather than director; 

(4) Recognizes one person at a time (When the size of the 
group is relatively large—about 12 persons—and demand for 
opportunity to speak is relatively strong, the symposiarch exer- 
cises rather firm control of the discussion. ); 

(5) Encourages and develops group participation; 

(6) Tries to prohibit talkative persons from monopolizing the 
conversation, and avoids talking too much himself; 

(7) Enters the discussion as a participant as well as leader. 
Since the symposiarch is considered a member of the group, he 
can offer ideas and opinions if he so desires. 


2. What do the participants doP 


a. Prior to the meeting, the participants: 


(1) Should read appropriate materials on the topic(s) to be 
discussed if such readings have been suggested; 

(2) Should accept responsibility for the success of the meeting 
and offer to help the symposiarch with arrangements. 


b. During the meeting, the participants: 


(1) Participate thoughtfully and voluntarily in the discussion; 

(2) Keep the discussion related to the topic(s) under con- 
sideration; 

(3) Bring out various aspects of the topic(s); 

(4) Are informal and friendly in their relationships; 

(5) Avoid monopolizing the conversation or showing off; 

(6) Respect the opinions and points of view of all participants; 

(7) Undertake follow-up study and action, if appropriate. 
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H. Physical arrangements and audience comfort 


1. Physical set-up. 
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2. Audience comfort. Keep the following in mind when making 
arrangements: 

a. Extremes in temperature should be avoided; 

b. Group should be comfortably seated around the dinner 
table with no one facing a glaring light; 

c. The menu should take into account the tastes and dietary 
restrictions of all persons participating; 

d. Secure the necessary equipment and/or the personnel for 
the musical portion of the program (A record player can be used; 
sometimes one or more musicians play. ); 

e. Provision should be made for the removal, following the 
meal, of all items not to be used in the discussion period; 

f. Provide a name card for each person, if the participants are 
not already acquainted with each other. 


I. How to evaluate after the symposium has 
been conducted 


The following check list will aid in appraising how effectively this 
technique has been conducted. It is for the use of (1) the persons 
who selected the symposium and (2) those who take part in it. 

You may wish to have mimeographed or dittoed copies of the 
check list available for use after the symposium. 
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If the replies tend to be “no” and “undecided,” the symposium 
probably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


1. Was the physical set-up adequate and 
free from distractions? 

2. Was adequate comfort provided for? 

3. Were the food and music satisfactory? 

4, Did the topic for discussion turn out 
to be: 

a. Appropriately worded? 

b. Of interest to all participants? 

c. Within the knowledge of all partici- 
pants? 

d. Conducive to friendly, leisurely ex- 
ploration? 


5. Did the symposiarch: 

a. See that physical arrangements were 
made? 

b. Prepare questions to stimulate dis- 
cussion? 

c. Promote advance study and follow-up 
study or action? 

d. Establish a cordial, relaxed atmos- 
phere? 

e. Guide the discussion smoothly and 
with firmness? 

6. Did the participants: 

a. Assist the symposiarch with the ar- 
rangements? 

b. Show evidence of advance prepara- 
tion? 

c. Discuss the topic effectively? 

d. Agree to undertake follow-up study or 
action? 


Yes 


No 
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7. What was accomplished: 
a. Were worthwhile points made in the 

discussion? Late LU Ue ae 
b. Did members of the audience show 

evidence of having acquired information, 

new viewpoints, or of having changed 

attitudes? STS N MAUISOR UREA! 0) 
c. Did the group make progress toward 

their goals? UMASBNGL ONS VTAREANIRLON ish 
d. Have problems or needs emerged 

which point toward further study or actionP — = JE 
e. Was there evidence of willingness to 

accept responsibility for further study or 

action? MNOS NOM SRA AA hE. 
8. Was the colloquy an appropriate tech- 

nique for this situation? MMMM Sno UOKE Sy URE) 


What other techniques might have been 
effective and why? 


J. How the symposium might be used—an example 


A study group of 20 persons has been meeting twice a month in 
a public library to discuss current political issues. About half- 
way through the winter, the group realizes that interest is falling 
off. The group appraises its progress by means of a discussion of 
the topic “How Can We Revitalize Our Meetings?” Several ways 
of injecting interest are identified through this discussion, among 
them the suggestion that an occasional meeting be held in the 
home of one of the group members. It is felt that meetings in a 
home might lend an air of informality and encourage more active 
participation by some of the persons who have been hesitant to 
join in the discussion. 

So the next meeting is planned as an ancient symposium. The 
scheduled topic is one that will lend itself to discussion that is 
spontaneous and more like general conversation than what has 
prevailed so far in the group's meetings. The symposium is held 
at the home of a husband and wife (new to the community) that 
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joined the group after it was in progress and have always re- 
mained somewhat as outsiders. Responsibility for the menu and 
music is accepted by a young man who also has been reluctant to 
participate verbally in the discussions. 

The use of the ancient symposium in this instance has the 
effect of: 


1. Re-kindling interest by providing a change of pace; 

2. Making the atmosphere more congenial; 

3. Re-aflirming the fact that people have social needs as well 
as intellectual; 

4, Uncovering new ways for shy or timid people to make a con- 
tribution to the group. 


XIV. Sympostum (MopERNn CoNceEPT) 


A. What is a symposium (modern concept)? 


A symposium is a series of related speeches by 2 to 5 persons 
qualified to speak with authority on different phases of the same 
topic or on closely related topics. 

The speeches vary in length from 3 to 20 minutes, depending 
on the number of speeches, the amount of time available, and the 
topics to be treated. The speakers do not converse with one 
another; they make presentations to the audience. A chairman is 
in charge of the symposium. 


B. When should this symposium be used? 


The symposium is the technique to use when the topic and goals 
point toward doing one or more of the following: 


1, Presenting information in an organized way; 

2. Revealing a wide range of authoritative opinion about a 
controversial topic or issue; 

3. Permitting analysis of several related aspects of a con- 
troversial topic; 

4, Clarifying closely related problems; 

5. Assisting people to understand the relationships of various 
parts of a topic to the topic as a whole; 

6. Stimulating fresh thinking by people who tend to have 
similar interests and background. 
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C. Who are the personnel involved? 


1. The chairman presides over the symposium and may direct 
the arrangements for it. He should have organizing ability and a 
reasonably good speaking voice. A sense of humor is helpful. He 
should have enough knowledge about the area to be treated to 
be able to see that the speeches are interrelated; 

2. The speakers should be well informed about the topic and 
capable of making relatively brief, logical presentations that take 
into account the needs and interests of the audience; 

3. The audience is usually composed of individuals interested 
in the topic being discussed. Their intellectual levels and interests 
will vary considerably. Their presence at the meeting is an indica- 
tion of some interest. 

If controversial issues are involved, many of the persons who 
make up an audience have made up their minds one way or 
another before they come to the meeting. Some will know very 
little, if anything, about the topic under consideration, while 
others will be informed. The audience may contain persons who 
do not recognize the existence of a problem or are unable to 
identify the problem in terms of personal opinions and values. 
The audience may also include persons who know something 
about the issues but have reached no conclusions. 


D. What is the usual pattern of communication? 
During the symposium the talking is done by the chairman and 
the speakers. The technique is characterized by one-way verbal 
communication as the diagram on the next page shows: 


E,. Advantages and limitations of the symposium 


1. Advantages: 

a. The audience has the benefit of a wide range of knowledge, 
experience, and opinion relating to the topic; 

b. Several short speeches tend to stimulate listening and aid 
learning when it is necessary to impart a considerable amount of 
information. 

c. This technique tends to guard against over-simplification and 
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distortion since it requires that various aspects of the topic be 
covered; 

d. Information and opinion can be presented to persons who 
will not or cannot use printed materials; 

e. Taking part in a symposium can have the effect of encourag- 
ing each speaker to carefully prepare his speech and stay on the 
topic. 


2. Limitations: 


a. The audience has no opportunity for active participation; 

b. An overly long symposium can be boring and tiring; 

c. It is difficult to determine the effects of the speeches on the 
audience; 

d. It is not always possible to obtain enough competent 
speakers to cover adequately each important aspect of the topic. 


F. Check list for appraising the symposium as a 
choice of technique 

This list can be used in making the final decision as to whether or 
not the symposium (modern concept) is the most appropriate 
technique to use for a particular adult learning situation. If the 
answers tend to be “no” or “undecided,” consider using another 
technique. 

big 


1. Can the symposium be used to ac- 
complish one or more of the following: 

a. To present information in an organ- 
ized way? 

b. To present a wide range of informed 
opinion? 

c. To permit analyses of several phases 
of a controversial topic? 

d. To clarify closely related problems? 

e. To assist people to understand the 
relationships of various phases of the topic 
to the topic as a whole? 

f. To stimulate thinking in a one-interest 
group? 

2. Do we have clear-cut goals to achieve? 

3. Are we reasonably certain that verbal 
participation by the audience is not essen- 
tial at this point in the program? 

4, Do we have available for each speech 
a person with these qualifications: 

a. Knowledge of the topic? 

b. Ability to use words and examples 
that the audience understands? 

c. Ability to make an organized presenta- 
tion? 

d. Ability to stay within the time limit? 

e. Willingness to speak to the needs and 
interests of the audience? 

5. Can we: 

a. Provide the necessary physical set-up? 

b. Insure audience comfort? 

6. Do we have available a chairman who 
can: 

a. Plan with the speakers and carefully 
instruct them? 
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Yes 


b. Introduce the symposium and each 

speaker effectively? CES yA a LL 
c. Relate each speech to the topic and 

goals? Ahh Rahs 2 SS 
d. See that each speaker stays within the 

time limit? Aa EN WNT MEU MEN AC 
e. Encourage thoughtful listening and 

follow-up study? EL Mi SE A a 
7. Are there other techniques that might 

be more appropriate choices? PANGS ESCO NTE ANCL a Vast ravi § 


Eiives whatiare they andvwinyy Uh 00 ar Ss Pete 


G. Responsibilities of the personnel involved 
in the symposium 
1. What does the chairman do? 
a. Prior to the meeting, the chairman: 


(1) Plans for proper physical arrangements and audience 
comfort; 

(2) Tries to understand the topic and the goals; 

(3) Studies the symposium; 

(4) Reflects about the characteristics of the group that is 
anticipated. He asks himself, “What do I know about the age, 
sex, background, and points of view of the audience? What will 
they have in common? In what respects will their interest in and 
knowledge about the topic vary?” He also considers the implica- 
tions of all this for instructing the speakers and conducting the 
symposium; 

(5) Gets acquainted with the speakers so that he can intro- 
duce them, explaining the following to them: 

(a) The topic and the desired goals, 

(b) The relationship of each speech to the others, 

(c) The relationship of the symposium to other parts of the 
series, if more than one meeting is planned, 

(d) The order of the presentations and the length of each, 
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(e) The needs, interests, and characteristics of the expected 
audience, 

(f) Whether or not the speakers are requested to submit 
written copies of their speeches; 

(6) Learns about each speaker’s plans for using educational 
aids and his preferences in the use of a lectern and a public 
address system; 

(7) Explores the possibilities of encouraging advanced prepa- 
ration and study by the audience; 

(8) Prepares an introduction that will make clear: 

(a) The topic and goals for the symposium and their impor- 
tance, 

(b) The topic to be covered in each speech and what the 
listener can hope to gain from each, 

(c) The name, title, background, and qualifications of each 
speaker, 

(d) The relationships between each speech (and the sym- 
posium) and parts of the program which may have preceded 
each or which may follow, 

(e) The intended length of each speech, 

(f) The responsibilities of the audience (For example, are 
they to write down questions or comments to be used later in a 
forum or question period? ). 


b. During the symposium, the chairman: 


(1) Presents the introduction he has prepared (see above) 
with enthusiasm and cordiality, usually making a brief identifica- 
tion of the speakers during his main introduction; then, as he 
introduces each speech, he gives details about the title, back- 
ground, and qualifications of the speaker; 

(2) Sees that each speech starts and ends on schedule. He may 
devise a way to tactfully warn the speaker as he approaches his 
time limit; one way is to hold up a card to attract the speaker's 
attention; 

(3) Makes one or two appropriate remarks at the close of each 
speech. In these remarks, which are intended to promote learn- 
ing, the chairman may point up issues or raise questions for the 
audience to think about; 
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(4) Provides continuity from one speech to the next and 
stresses the relationships among the speeches. 


c. After the speeches have been completed, the chairman: 


(1) Makes some appropriate concluding remarks, thanking the 
speakers, suggesting follow-up study and action to the audience 
and relating the symposium to the goals of the meeting or series 
as a whole; 

(2) Makes a final summary, if it has been agreed that one 
will be given, or names another person to do it; 

(3) Closes the meeting or turns over its control to the ap- 
propriate person. 


2. What do the speakers doP 


a. Prior to the meeting, the speakers: 


(1) Plan their speeches with the needs and interests of the 
audience in mind; 

(2) Plan to use ideas, vocabulary, and examples appropriate to 
the background and experience of the audience; 

(3) Plan to use appropriate educational aids if desired; 

(4) Try to understand the relationships of the speeches to each 
other (The speakers may assist the chairman in clarifying these 
relationships. ) ; 

(5) Plan to stay within the time allotted for each speech; 

(6) If they agree to submit a written draft of their speeches, 
they should meet the deadline for this obligation. 


b. During the symposium, the speakers: 


(1) Make logical and organized presentations; 

(2) Use suitable vocabulary and helpful examples; 

(3) Stay within the allotted time limit; 

(4) Constantly observe audience reaction, in an effort to make 
their speeches as meaningful as possible; 

(5) Try to keep in mind that they are not only “telling people” 
but seeking to enable learning to take place. 
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3. What is expected of the audience? 


a. Prior to the symposium, the audience member: 


(1) Prepares by reading appropriate materials and thinking 
about the topic to be treated; 


(2) Tries to understand the goals the symposium is to achieve 
and the goals of the meeting or series; 


b. During and after the symposium, the audience member: 
(1) Listens carefully to each speech; 

(2) Tries to relate the speech to his own experience; 

(3) Keeps in mind the goals of the symposium; 

(4) Undertakes appropriate follow-up study and action. 


H. Physical arrangements and audience comfort 


1. Physical set-up. 
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2. Audience comfort. Keep the following points in mind when 
making arrangements: 


a. Extremes in temperature are distracting; 
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b. The audience must be comfortably seated with no one facing 
a glaring light; 

c. The audience must be able to see and hear the chairman 
and the speakers; 

d. Select a room or auditorium appropriate to the size of the 
group and the character of the meeting; 

e. Provide a platform or stage if necessary; 

f. Provide chairs and table(s) on the platform or stage to ac- 
commodate the chairman and speakers and a lectern if the 
speakers would like to use one; 

g. Secure a public address system with individual microphones 
for each speaker, if necessary; be certain to check its operation 
carefully prior to the meeting; 

h. Make arrangements for the effective use of any educational 
aids that the speakers intend to use. Check for the location and 
proper functioning of electrical outlets, if aids requiring electricity 
are to be used. Plan to remove the educational aids from view 
after their use. 


I. How to evaluate after the symposium (modern 
concept) has been conducted 


The following check list will aid in appraising how effectively 
this technique has been conducted. It is for the use of (1) the 
persons who selected the symposium as the appropriate technique 
and (2) those present during the symposium. 

It may be desirable to have mimeographed or dittoed copies 
of the check list available for use after the symposium. 

If the replies tend to be “no” and “undecided,” the symposium 
probably has been used ineffectively; future errors can be avoided 
if the various replies are discussed briefly in a cooperative way. 


Unde- 
Yes No cided 
. Was the topic appropriate: 
. For the audience? 
. To the technique? 


Nooo 


. Was each speaker’s presentation: 
. Well organized? QU 
. Understandable by the audience? sul 


om) 
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c. Related to the interests and needs of 
the audience? 

d. Suited to the goals? 

e. Confined to his assignment? 

3. Were appropriate educational aids 
employed? 

4. Were educational aids used effec- 
tively? 

5. Was the physical set-up suitable for 
the effective use of this technique? 

6. Was audience comfort adequately 
provided for? 

7. Did the chairman: 

a. Successfully instruct all speakers? 

b. Make an effective introduction to the 
symposium and each speaker? 

c. Include all the necessary information 
in his introduction? 

d. Encourage the audience to listen care- 
fully? 

e. Relate the speeches to the topic and 
goals for the meeting or series as a whole? 

f. See to it that each speaker stayed 
within his time limit? 

g. Encourage appropriate follow-up 
study and action? 

8. Did the audience members: 

a. Make advanced preparation? 

b. Listen with interest? 

c. Appear to understand and learn from 
the presentations? 

d. Appear willing to undertake follow-up 
study and action? 


9. Were there times during the sympo- 
sium when audience participation seemed 
desirable? 

10. What was accomplished: 

a. Were worthwhile points made? go aN 
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b. Did audience members apparently 
acquire new information, viewpoints, or 
attitudes? 

c. Did the presentation relate to the 
goals? 

d. Have problems or needs emerged 
which point toward further study or action? 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? 


11. Was the symposium an appropriate 
technique for this situation? 


What other techniques might have been 
effective and why? 


J. How the symposium might be used—an example 


A state association of adult educators is holding its annual con- 
vention for about 150 members. At one of the general sessions, 
they will treat the topic “Current Trends in Five Major Areas of 
Adult Education.” At least one qualified resource person is avail- 
able for each of the following areas: 

(1) public school adult education, (2) library adult education, 
(3) labor education, (4) rural adult education, and (5) adult 
religious education. 

A panel discussion would not be appropriate since the purpose 
of the presentation is to offer systematically new information to 
the audience rather than to discuss issues or problems. A sym- 
posium (modern concept) is selected, with each speaker to be 
allowed 15 minutes. Each speech will be on a specific phase of 
the main topic. 

In this instance, the symposium is superior to a single long 
speech covering all aspects of the topic because (1) no single 
speaker is qualified to cover all phases of the topic and (2) several 
short presentations should help to hold the interest of the 
audience. 
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One problem presents itself: the speakers will be well-known 
experts who are accustomed to speaking with authority. It may 
therefore be difficult for a chairman to hold each speaker to his 
allotted 15 minutes. Therefore, a chairman is selected who has 
status and reputation comparable to that of the speakers. It is 
hoped that he will be able to keep the speeches on schedule 
without giving any speaker cause to be offended. 
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CHAPTER 4 


Six Subtechniques 


The subtechnique, as described in this book, resembles a tech- 
nique but is less complex and functions for a shorter period of 
time. A subtechnique is used to adapt a technique to the require- 
ments of a particular teaching-learning situation. It cannot serve 
as the main procedure for a learning situation. A colloquy might 
be the only technique used in a one-and-one-half-hour meeting, 
but such a subtechnique as a buzz session or audience reaction 
team cannot function in this manner. It supplements one or more 
techniques, which carry the main procedural load for the learning 
situation. 

With the exception of the question period and idea inventory, 
the subtechniques explained in this chapter are usually used with 
groups in excess of 30 persons. They are most frequently used 
with groups having from 50 to 500 persons. 

As with techniques, it is important to avoid using subtech- 
niques without giving thought to their purpose and function. 
There should be sound educational reason for the choice of any 
subtechnique that is used. One subtechnique that is frequently 
used carelessly is the buzz session. It is not uncommon to 
see buzz sessions used for no particular purpose. A chairman 
will say, “Now we are going to divide into buzz groups.” This 
sounds rather progressive. The buzz groups are told to go ahead 
and discuss. After a time, the buzz sessions are ended and no 
one discovers what was supposed to have been accomplished 
by the use of this procedure. 

Similarly with the question period. Often a speech is followed 
by a question period for no apparent reason. The chairman will 
say “Are there any questions?” and a painful silence may ensue. 
This subtechnique requires careful preparation and handling for 
effective results. 

Following are five sub-techniques which, when used appropri- 
ately, can be helpful. 


187 


J. AUDIENCE REACTION TEAM 


A. What is an audience reaction team? 


This subtechnique uses three to five audience representatives 
who interrupt a speaker, or other resource person, at appropriate 
times to seek immediate clarification of points that seem obscure, 
or to assist the speaker in treating the needs of the audience. 


Examples: 


1. An expert on investments is to speak to an audience of 
interested citizens who know very little about the subject. It 
will be necessary for the speaker to introduce a specialized 
vocabulary and some concepts which he regards as elementary. 
To guard against misunderstanding and try to insure that the 
audience does not get lost during the speech, an audience re- 
action team is used to interrupt whenever they feel that their 
questions or comments will promote learning. 

2. A laboratory technician is to demonstrate a new piece of 
equipment to a rather large group of hospital board members 
who are taking part in an institute. The purpose of the demon- 
stration is to show the complexity of modern equipment and to 
promote understanding of the cost of medical care. It is expected 
that the demonstration will involve the use of terms which are 
unfamiliar to the lay persons who make up the audience. So 
an audience reaction team is assigned the task of asking ques- 
tions during the demonstration at the points where clarification 
seems necessary. 


B. What are the uses of this subtechnique? 


1. The audience reaction team is based on the idea that: 


a. Speakers or resource persons sometimes are not understood 
and go on talking over the heads of the listeners or explaining 
something that the audience already understands; 

b. Three to five audience representatives will ask for clarifi- 
cation at much the same points as the audience would, if it were 
practical to allow the audience to interrupt at will. 


188 


2. This subtechnique is used: 


a. When the subject matter is likely to be difficult to under- 
stand; 

b. When the resource persons welcome interruption in the 
interest of adequate learning; 

c. When the audience is so large that interruptions from all 
audience members might be impractical or annoying; 

d. With these techniques only: speech, modern symposium, 
demonstration, or the interview. 


C. How to use audience reaction teams 


1. Prior to the meeting: 


a. The chairman explains this subtechnique to the speaker or 
other resource persons who are to treat the assigned topic: 

b. If the speaker approves the use of audience reaction teams, 
the chairman selects a group of three to five representative audi- 
ence members in advance and instructs them regarding their 
task. When instructing them, he makes clear: 

(1) Where they are to sit on the platform; 

(2) Whether or not microphones will be used; 

(3) The general nature of questions and comments that will 
be appropriate; 

(4) Their responsibility to ask helpful questions that will 
assist the audience to learn. (They should be requested not to 
use the occasion as an opportunity to show off their knowledge 
or annoy the speaker in any way.) 


2. During the meeting: 


a. The chairman or moderator introduces the topic and tech- 
nique (which may be a speech, symposium, or demonstration, 
etc.) and explains to the audience how the reaction team func- 
tions and the reasons for using it; 

b. The members of the audience reaction team interrupt 
whenever they feel the need of clarification of ideas, a definition 
of a term, or an example; 

c. When the presentation is ended, the members of the reac- 
tion team return to their places in the audience. 
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D. Advantages of this subtechnique when it 
is properly used 

1, It becomes possible to make use of a speaker or resource 
person who otherwise might fail to communicate effectively to 
the audience; 

2. Seeing the audience reaction team act as their representa- 
tives can stimulate interest among the audience members; 

3. The persons who serve on the audience reaction team have 
an opportunity to gain experience before an audience and gain 
insight into the problems of communicating clearly; 

4, The speaker often gains insight into his own limitations as 
a communicator of information. 


E. Some suggestions 

1. Do not select as members of the audience reaction team 
persons who are overly aggressive or prone to show off before 
an audience, or persons too timid to do the job asked of them; 

2. Use this subtechnique with the speech, modern symposium, 
demonstration, or the interview; 

3. Be sure that the person to be interrupted consents to the 
use of this subtechnique. 


F. Diagram of audience reaction teams 


PANEL MEMBERS SPEAKER 
poe, RF ae: 
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II. Buzz SESSION 


A. What is a buzz session? 


A buzz session—an audience divided into several small groups, 
meeting simultaneously, to discuss a topic or perform a task 
assigned them. 

The small groups (buzz groups) meet for a relatively short 
time and for uncomplex purposes—such as developing one or 
two questions to put to a speaker. 


Examples: 


1. If a group of 200 or 300 persons wished to discuss some 
particular problem, understand an issue, or express their wishes 
for action to their officers or a committee, it would be quite 
difficult short of voting. In voting the issues to be voted upon 
are often oversimplified in that the large body of voters have 
little opportunity to present their true opinions. If, however, a 
group of several hundred persons can be divided into a dozen 
face-to-face discussion groups, each group can talk about the 
issue for 10 or 20 minutes. Then one of the members of each 
group can report for about two minutes to the larger body. 
This enables the opinions of the total body to be more accurately 
discerned. 

2. A speaker has agreed to talk to a group of local labor union 
leaders on the topic “Overcoming Member Apathy.” Since he 
feels (a) that the audience is part of the problem and (b) that 
he is not clear as to all the ways in which apathy expresses itself 
in labor unions, he precedes his talk by a buzz session. One 
half of the buzz groups are asked to identify ways in which 
union members are apathetic, while the other half are to suggest 
causes of apathy. In each buzz group a recorder writes down 
the points brought out in the discussion. Then the audience takes 
a short break (intermission) while the speaker reads over the 
recorders’ notes and builds his speech around the suggestions 
that have come from the buzz groups. In this instance, using 
buzz sessions should enable the speaker to: 

a. Involve the audience in the learning experience in such a 
way that they begin to see themselves as part of the problem; 
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b. Show that he is as concerned with the way the audience 
sees the problem as he is with his own interpretation of it. 


B. What are the uses of this subtechnique? 


This subtechnique can be used for one or more of the following 
purposes: 


1. To permit discussion, even though the group is a large one; 

2. To identify needs and interests which a learning group 
wishes to have treated; 

3. To obtain the contributions of persons who, for one reason 
or another, will not speak up in the presence of a large group; 

4, To enable a large audience to help evaluate a learning ex- 
perience—that is, suggestions for improving the meeting can be 
developed in buzz groups. 


C. How to conduct a buzz session 


The meeting chairman or another person responsible for the buzz 
session does the following: 


1. Prior to the meeting, the chairman: 


a. Makes sure that he knows the purpose of the buzz session 
to be conducted; 

b. Clarifies the task of each buzz group. Is each group to do 
the same thing? Are the groups to raise one or more questions, 
agree on one or more disadvantages, make two suggestions, etc.; 

c. Develops a general plan for leadership. Are the buzz groups 
to (1) be assigned leaders, (2) choose their own leaders, or (3) 
operate without leaders? (The latter procedure is not recom- 
mended unless very small groups of well-trained and self-dis- 
ciplined persons are involved.) Who will speak for each group, 
or are written reports to be handed in? Will a recorder and a 
leader be used? Should the recorders be appointed in advance? 

d. Visits the meeting place and examines the facilities. He 
considers how the audience will be divided and where each buzz 
group will meet; 

e. Develops his final plan for organizing the buzz session. 
This includes: 
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(1) How the leadership will be chosen and instructed; 

(2) How the audience will be divided and buzz groups estab- 
lished (by counting off or handing out colored cards, for exam- 
ple*); 

(3) The instructions to be given each buzz group about its 
task and how to proceed; 

(4) How to make use of the contributions of each buzz group 
(who will report to the total group and how); 

(5) Instructions which are prepared and distributed to the 
audience (or the leaders only). 


2. During the meeting, the chairman: 


a. Explains the purpose of the buzz session and how the 
audience is to be divided, asking the audience not to begin dis- 
cussion immediately after groups are formed. 

b. Helps to divide the audience into groups of about 5 to 15 
persons, the group members facing each other in a circle; 

c. Suggests that group members spend a minute or two to get 
acquainted with each other; 

d. Sees that each group appoints a leader and a recorder; 

e. Restates the assignment—exactly what each group is ex- 
pected to do and the length of time for discussion (about 10 to 
20 minutes depending on the circumstances ); 

f. Keeps the assignment simple—“develop one question,” or 
“agree on one disadvantage,” or “make two suggestions’; 

g. Instructs the groups to begin discussion and cautions them 
about allowing one or two persons to dominate the discussion; 

h. Gives a warning two minutes prior to ending the discussion; 

i. Stops the discussion and reassembles the audience; 

j. Allows the recorders a moment to edit or re-write the con- 
tributions of their respective groups; 

k. Has leaders or recorders report their contributions to the 
total group (unless other plans have been made to make use 
of these contributions). 

* Each person receives a colored card when he registers or enters the room. 


He joins all the other persons holding the card of the same color at the 
time and place designated by the chairman. 
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D. What are the advantages of this subtechnique 
when it is properly used? 


1. A relatively large number of ideas, questions, or recom- 
mendations can be obtained in a very short time; 

2. Every one involved in the meeting has a good opportunity 
for verbal participation; 

3. The group can express needs and interests that it wishes to 
see covered, thus helping the speaker or other resource person 
to learn what to treat in their presentations. 


E. Some suggestions 


1. Dont try to use this subtechnique for complex learning 
purposes—the assignment should always be a simple one; 

2. Avoid allowing the discussion to extend beyond 20 minutes; 

3. Inform the audience about the possibility of the danger of 
domination of the discussion by one or two persons in the buzz 
group; 

4. Misunderstanding of the assignment is common. Repeat 
instructions several times if necessary; sometimes it helps to 
have the instructions and assignment mimeographed for distribu- 
tion to the participants; 

5. Plan to avoid confusion when the audience divides into 
buzz groups. Leaders for each group can be appointed in ad- 
vance, briefed, and an area assigned to each for organizing his 
group. Sometimes each small group will want to select its own 
recorder and leader. The choice here would depend on how 
advanced and disciplined the audience is; 

6. Consider physical limitations in advance. For example, this 
subtechnique will not work in an auditorium with seats fastened 
to the floor. 


F. Diagram of a buzz session 


This diagram shows an audience divided into five small groups. 
All members of each group should sit in a circle face-to-face. 
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Ill. Inka INVENTORY 


A. What is the idea inventory? 


The idea inventory, sometimes called “brainstorming” or “free- 
wheeling,” is the spontaneous outpouring of ideas pertinent to 
an area of interest or need about which a group desires to reach 
a decision. For a limited time (5-15 minutes) ideas are presented 
freely and are recorded as they are offered without being modi- 
fied in any way. It is not necessary that ideas be related to each 
other. During the period of taking inventory, quantity of ideas 
takes precedence over quality; quality is considered at a later 
time. 


B. What are the uses of this subtechnique?P 
1. This subtechnique is used: 


a. When a group desires to identify several alternative ideas 
before reaching a basis for making a decision; 

b. When many aspects of a problem need to be considered 
before it can be defined; 
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c. When maximum participation is sought from the entire 
group. Frequently, persons who are hesitant in offering sugges- 
tions will relinquish their restraint when they can present their 
ideas without feeling compelled to develop or defend them. 


C. How to use the idea inventory 


1. Prior to using it: 


a. The chairman explains this subtechnique to the group and 
suggests: 

(1) That a time limit be set; 

(2) That a recorder put all ideas on a blackboard as they are 
presented. (Sometimes it is necessary to use two recorders to 
avoid slowing down the process or losing contributions. ) 


2. While it is being used: 


a. The chairman urges the making of contributions as rapidly 
as possible; 

b. The participants offer ideas: 

(1) Without regard to whether or not they will be used later; 

(2) Without feeling that they must be related to an idea 
offered previously; 

(3) Without commenting in any way upon the ideas of others. 


3. A suggestion: 


This subtechnique is frequently utilized in connection with 
group discussion. As an aid in decision-making, it can be put to 
effective use, for example, by a program planning committee 
during its initial considerations of possible interest-need-problem 
areas, topics, and goals. 


IV. LisTENING AND OBSERVING GROUPS 


A. What are listening and observing groups? 


This subtechnique involves the division of an audience into two 
or more groups, each of which is assigned specific listening or 
observing tasks to be performed during a speech, symposium, 
panel, etc. | 
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The purpose of this subtechnique is to promote active listening 
and observing by each portion of the audience and to assist them 
to participate effectively during the forum or other educational 
technique that may follow. 


Examples: 


1. At a Parent-Teacher’s Association meeting, an educator is 
speaking about “Discipline.” One section of the audience listens 
in terms of the child’s point of view, another section listens from 
the point of view of the teacher, and another from the parent's 
point of view. Or, groups might be set up in terms of problems, 
causes, and solutions. Each group might be asked to report its 
reactions to the total group. 

2. During a role-play involving an employer, a shop steward, 
and an employee, three groups could be set up to observe and 
listen for factors that account for the behavior of each player. 
Members of one group observe the role-play with this question 
in mind: “Why is the employee belligerent?” A second group 
considers: “What appears to be the employer's attitude toward 
labor unions?” A third group observes with this question in 
mind: “How is the shop steward caught between the demands 
of management and labor?” 


B. What are the uses of this subtechnique? 
Listening and observing groups are used to: 


1. Encourage active participation, by means of a specific as- 
signment, in what otherwise might be a passive audience; 

2. Help develop‘ideas and solutions to problems; 

3. Set the stage for verbal participation by audience members. 


C. How to use listening and observing groups 


1. Prior to the meeting: 


a. The persons who are to be involved in the presentation 
(speech, role-play, demonstration, panel, symposium, etc.) are 
consulted by the chairman of the meeting regarding the need 
for listening groups in this particular situation; 

b. If it is decided to use listening groups, the chairman works 
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out a plan for dividing the total audience into groups and for 
using the information and opinions that accumulate in the 
listening groups. Will the division be made by rows, by sections 
of the auditorium, or be based on the characteristics of the audi- 
ence? For example, all parents watch for one factor, all teachers 
for another; 

c. The chairman clarifies what use will be made of the in- 
formation that becomes available. Will several persons be re- 
quested to express ideas or questions? Will the members of each 
group be asked to write down and hand in questions or obser- 
vations? Will someone interview a representative of each group 
in front of the audience? These questions should be answered in 


relation to the goals and requirements of the particular learning 
situation. 


2. During the meeting: 


a. The audience is carefully informed about its task, how it 
is to be divided, and for what purpose; 

b. The subject is presented by a speech, role-play, etc.; 

c. After the subject is presented, the chairman or moderator 
takes steps to see that the audience members have an oppor- 
tunity to participate by giving their ideas or asking questions 
arising out of their listening and observing groups. 


D. Advantages of this subtechnique when it 
is properly used | 

1. Active listening and observing are encouraged; 

2. Audience members are likely to participate verbally when 
given the opportunity; 

3. Speakers or other persons presenting information are en- 
couraged to clarify their ideas before presenting them; 

4, Speakers are encouraged to treat various sides of the subject. 


E. Some suggestions 


1. Be specific. Vague assignments to the groups will result in 
confusion; 

2. If the audience has very little knowledge concerning the 
subject being treated, they may be incapable of observing and 
listening in the necessary way; 
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3. Be sure that the presentation can be expected to contain 
the factors for which the members of each group are asked to 
listen. 


F. Diagram of listening and observing groups 
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V. QUESTION PERIOD 


A. What is a question period? 


A question period is a 5 to 20-minute portion of a meeting during 
which audience members ask questions of a speaker or other 
resource persons. 

The question period may be held at almost any point in a 
program. It can be used before or after a speech, panel, demon- 
stration or similar presentation. It should not be confused with 
a forum. 


Examples: 


1. A group views a film that explains the procedure used in 
preparing a speech. After the film, the group members ask 
questions of an expert who is thoroughly familiar with the pro- 
cedure explained in the film; 
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2. After a group completes a field trip, the participants ask 
questions of one or more resource persons concerning what they 
have observed; 

3. Some learners are about to explore a topic by means of 
group discussion. The participants have prepared for the discus- 
sion by reading a pamphlet; but before they begin their dis- 
cussion, they test their understanding of what they have read 
and secure more facts by questioning an authority on the topic. 


B. What are the uses of this subtechnique? 


1. The question period is used to provide opportunities for 
the learner to verify that he has understood correctly informa- 
tion presented to him; 

2. A question period is used to encourage the learner to test 
out an interpretation he has made of something that has been 
said previously. For example, he can say something like this to 
the resource person: “Would the Korean War be an example of 
the kind of war you referred to as a limited war?” 

3. This subtechnique is used to encourage the audience to 
request further information; 

4, This subtechnique can be used to encourage a group to 
obtain information or verify facts before carrying on a discussion. 


C. How to use the question period 


1. Prior to the meeting, the chairman (or other responsible 
person ): 


a. Makes certain that the topic is one that the audience can 
be expected to have questions about at the point in the program 
at which the question period is scheduled; 

b. Makes certain that the resource person approves of having 
a question period at the scheduled time; 

c. Plans to encourage the asking of questions by the audience 
members by taking one or more of the following steps: 

(1) Informing the audience well in advance that an oppor- 
tunity for asking questions will be offered; 

(2) Providing 3x5 cards or scrap paper and pencils for writ- 
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ing down questions during the program that precedes the ques- 
tion period; 

(3) Arranging to have the program suspended for two or three 
minutes at about the half-way point, or immediately prior to the 
question period itself, so that audience members can ask or write 
down questions that are fresh in their minds; 


d. Decides whether the questions will be asked by the audi- 
ence members from the floor or collected and read by the chair- 
man or moderator; 

e. Arranges to have the questions collected and examined (by 
a person with knowledge of the topic) before they are asked 
of the resource person. This is done particularly if the audience 
is to be larger than 50 persons. This procedure can eliminate 
duplication and make it possible to group together questions that 
are related. This procedure is often called screening. Time for 
screening the questions can be gained by means of a break (in- 
termission), or by going on with another portion of the program; 

f. Decides whether or not the chairman will relay the ques- 
tions to the resource person. If questions come directly from 
the floor it is usually better to have the chairman relay the ques- 
tions to the resource person than to have the resource person 
answer questions directly from the floor. It allows the chairman 
to restate or repeat a question so that all persons present can 
hear and understand it; 

g. Works out a way of allotting some time to each reply— 
such as (1) limiting the resource person to one minute per ques- 
tion or (2) taking one question from each category before re- 
peating questions in a particular category; 

h. Asks a person or two in advance of the program to ask the 
first questions in order to get the audience started. Sometimes 
this form of stimulation may not be necessary. 


2. During the meeting, the chairman: 


a. States the purpose of the question period and the amount 
of time available; 

b. Introduces the person who will attempt to answer the 
questions; 

c. Makes it clear what kind of questions are to be asked; 
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d. Encourages everyone to participate—making it clear that 
every person's question is important; 

e. Waits patiently if there is a period of silence when he asks 
for questions; 

f. Reads or repeats each question clearly and loudly enough 
for everyone to hear and understand; 

g. Interprets unclear questions to the best of his ability, mak- 
ing certain to acknowledge when he is making such an inter- 
pretation; 

h. Turns over control of the meeting to the appropriate person 
at the conclusion of the question period. 


D. Advantages of this subtechnique 
when it is properly used 

1. The resource person can identify areas in which he has not 
been clearly understood by the audience; 

2. The learner has an opportunity to request further informa- 
tion, examples, or clarification of something he has seen, read, 
or heard; 

3. If a question occurs to one person in the audience, the 
chances are good that many others have also thought of it or 
are interested once it has been raised. 


E. Some suggestions 


1. Never underestimate the importance of the question period 
or regard it as easy to conduct. Plan carefully for it and treat it 
as an important part of the program; 

2. Make certain that no one feels that his question is “too 
silly to ask.” The chairman should see, too, that no questioner 
is embarrassed or permitted to embarrass others; 

3. Be sure to allow enough time, if questions are to be col- 
lected and screened before they are asked of the resource person. 
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F. Diagram for a question period 
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VI. SCREENING PANEL 


A. What is the screening panel? 


The screening panel is a group of three to five representative 
members of an audience who discuss with each other the edu- 
cational needs of the audience they represent in order to reveal 
this information to a speaker or resource person. 

The speaker (or speakers) listen to the discussion, which is 
carried on in the presence of the audience. While he listens, he 
develops or adapts the remarks he will make to the audience. 

This subtechnique draws its name from its tendency to act 
as a screen through which the audience’s expressed needs and 
interests filter to the speaker. The panel screens out the im- 
portant needs to help the speaker or other resource person to 
treat them during his part of the program. 
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Example: 


At a town meeting, the city school superintendent is to be 
interviewed on the topic “Expanding Our School Facilities.” 
Most of the audience members are not well-informed on the 
topic. They have heard various rumors that have been circulat- 
ing. The superintendent is not certain what aspects of “School 
Expansion” interest his audience. So it is decided to precede the 
interview with a screening panel. Since the superintendent is so 
familiar with his subject and is able to speak without advance 
preparation, he welcomes the screening panel as a way of gain- 
ing insight into the needs and interests of the audience. Listening 
to the panel made up of its representatives has the effect of (1) 
stimulating audience interest in the interview and (2) promot- 
ing teamwork by demonstrating to the audience members that 
the superintendent wishes to understand and serve their needs. 


B. What are the uses of this subtechnique? 


1. To permit a resource person to gain insight into the ex- 
pressed needs and interests of a group; 

2. To encourage the audience members to express their in- 
terests; 

3. To actively involve the entire audience in thought and dis- 
cussion concerning the topic; 

4, To be used for the most part prior to presentations made by 
means of the following techniques: the interview, the speech, 
the (modern) symposium, or the panel. 


C. How to use the screening panel 


1. Prior to the meeting: 


a. The chairman explains the functioning of the screening 
panel to the speaker or other resource person and asks his per- 
mission to use it; 

b. If the speaker approves the use of a screening panel, the 
chairman carefully selects three to five persons who are willing 
to be members of the screening panel. They should be persons 
who can converse naturally before an audience without straying 
from the topic. To these persons he explains: 
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(1) The purpose for using this subtechnique; 

(2) Where the screening panel is to sit on the platform; 

(3) How long the panel is to carry on its discussion; 

(4) Who will act as moderator. (Often no moderator is used 
because the panel discussion lasts only 10-15 minutes and the 
panel members are chosen for their ability to converse effectively 
before an audience.) The meeting chairman or another qualified 
person may serve as moderator of the panel if leadership seems 
necessary; 

(5) The need for speaking clearly and distinctly since they 
will be making their contributions for the entire audience to 
hear. 


2. During the meeting: 


a. The chairman explains the nature and purpose of the 
screening panel; 

b. The chairman calls the panel members to the platform, 
seats them appropriately for a panel discussion, and introduces 
them to the audience; 

c. The panel members then converse in loud and clear voices 
about the needs they believe the speaker should treat during his 
portion of the program; 

d. While the speaker listens to the panel discussion, he plans 
his presentation or adapts it to what he hears. 


D. Advantages of this subtechnique when it 
is properly used 
1. The audience members have visible proof that the program 
was designed to meet their needs and interests; 
2. The speaker is encouraged to present only useful, relevant 
ideas and opinions. 


E. Some suggestions 


1. The screening panel is usually used prior to the following 
educational techniques: speech, interview, modern symposium, 
or panel; 

2. Avoid allowing the panel discussion to extend beyond 15 
minutes; 
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3. Provide microphones for the panel if necessary (one micro- 
phone for each panel member). The public address equipment 
should be tested to see that it works properly—not using it is 
usually preferable to distracting the audience with the efforts of 
repair men; 

4, Be sure to secure the speaker's permission before using this 
subtechnique. 


F. Diagram of the screening panel 


After the small groups have concluded their discussion, the panel 
members take their place before the audience as shown here. 
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CHAPTER 5 


Some Educational Aids 


Educational aids differ clearly from techniques and subtech- 
niques. The latter involve a process of interaction among people 
in a group learning situation. Techniques are ways of structuring 
the teaching-learning situation. Aids, on the other hand, represent 
resources, from which individuals or groups can acquire informa- 
tion. Aids are materials that can be used either at a meeting or 
for individual study at home. Their use usually helps learning 
by actively involving one or more of the learner's senses—such 
as the eye or ear—in a way that supplements or re-enforces what 
is presented or discussed in the group learning situation.* 


I. THe ANNOTATED READING LIST 


A. What is the annotated reading list? 


Reading lists, or bibliographies, are lists of books, articles, and 
pamphlets that contain useful information about a particular 
subject that is being studied. An annotated reading list is one in 
which each item is briefly described. Annotating a reading list 
increases the chances that an adult will select and read some of 
the references contained in it. 


Examples: 


1. On page 237 of this book you will find an annotated reading 
list which describes books dealing with adult education pro- 
cedures. 

2. A men’s club is to hear a talk on “city planning.” The pro- 
gram chairman asks the public library to prepare a short anno- 
* Books and pamphlets are not included because we assume that their use 
is so common as to call for no explanation or comment. It is worth remem- 
bering, however, that any books or pamphlets used should be (1) ap- 
propriate as to content—that is, related to the topics and goals for the 


meeting, (2) on the reading level of the persons who will use them, and 
(3) printed in large enough type to be ant} without difficulty. 
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tated reading list on this topic. The librarian includes only 
materials that are available in the local library or from bookstores 
and newstands. She selects interesting articles and books and 
describes them in such a way as to stimulate interest in reading 
them. When the list is completed, the program chairman has it 
duplicated for distribution following the speech. He sends a copy 
to the speaker and suggests that the speaker refer to items on the 
reading list during his talk and encourage the audience to do 
follow-up reading. 


B. Who should obtain or prepare the annotated 
reading list? 

1. Someone in the learning group can be asked to prepare one; 

2. A member of a planning committee can assume this respon- 
sibility; 

3. The planning committee can request one from a speaker, 
panel member, or other resource person involved in the meeting 
program. 


C. Where may annotated reading lists be obtained? 


1. Many books and articles contain ready-made reading lists; 

2. Public schools, colleges, and public libraries are logical 
sources. Many churches, hospitals, and industries, as well as 
national organizations have libraries that can assist with the task. 
Some state and county organizations like P.T.A. and the larger 
Community Councils have special collections of materials and 
reading lists; 

3. Some universities have special agencies or bureaus which 
assist people with tasks of this kind. 


D. Some Suggestions 


1. An annotated reading list should not be so long as to be 
overwhelming—10-20 carefully selected and appropriate titles are 
usually enough; 

2. In preparing the list, strive for accuracy and initiating of 
interest; 

3. Begin preparation far enough in advance so as to have the 
list available in quantity with enough time to plan for its effective 
use; 
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4, Refer to the list several times during the meeting. Encourage 
people to use it and explain where the items on the list are to be 
found. Mention the list at subsequent meetings; 

5. Never assume that merely passing out a reading list insures 
that people will read the recommended references. They must be 
encouraged to do so; 

6. Try to give each list an attractive title. Rather than a 
forbidding phrase like “An Annotated Bibliography,” the title 
might be “Some Useful and Accurate Materials for Further Read- 
ing”; 

7. Consider distributing reading lists several days before the 
meeting in order to encourage advance study. 


Il. THe Case History 


A. What is a case history? 


A case history is a detailed written report describing an event, 
incident, or situation that a learning group can profitably analyze 
and discuss. The case sometimes deals with the behavior of a 
person or a group. It may be based on an actual incident or an 
imaginary one. The group members read the case history before 
the meeting. The case can be discussed or analyzed by means 
of any of several appropriate techniques: group discussion, panel, 
colloquy, or symposium. Analysis of the case is usually carried 
out with the help of an instructor or a resource person who has 
considerable knowledge of the area from which the case is drawn. 
Case histories are used to: 


1. Reveal the problems and issues found in a particular situa- 
tion; 

2. Aid in seeking solutions to problems; 

3. Enable the learner to consider various interpretations of a 
situation, an event, or the behavior of a person; 

4, Help people to develop analytical skills. 


Example: 


A committee is planning in-service education activities for 50 
adult evening-school teachers. The teachers want assistance with 
the problem of “Helping the Timid Class Member to Participate.” 
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The committee members know that one teacher in the school has 
had success in overcoming this problem. They consider asking 
him to tell the learning group how he does it. But he is not an 
effective speaker. They consider interviewing him as a way of 
treating this information. It is suggested that a case history be 
prepared from an example supplied by this teacher. This case 
history may include several possible ways of assisting a timid 
person to participate. Or, it may be limited to a description of a 
situation with different courses of action to be supplied by the 
members of the learning group when they discuss the case at the 
in-service education meeting. 

After thoughtful discussion, the planning committee decides 
that a case history will be helpful for these reasons: 


1. It will increase the time available during the meeting for 
analysis and discussion of the problem by introducing the learner 
to factual information prior to the meeting; 

2. It will make use of the experience and knowledge available 
from an experienced and successful teacher; 

3. The problem to be analyzed is suitable for description in a 
brief written report. 


After deciding to use a case history, the committee still faces 
the task of selecting learning techniques and subtechniques 
through which the learning group will be able to analyze and 
discuss the problem as described in the case history. 

Since the group will number 50 persons, it seems wise to break 
up into smaller groups for at least a part of the time available. 
The committee finally decides to approach the topic by means of 
a colloquy to be preceded by buzz groups. The chairman will 
briefly introduce the topic, then review the case history which 
has been distributed before the meeting. Then, he will divide the 
audience into groups of from 6 to 10 persons. These groups will 
be assigned the task of suggesting ways that the timid person in 
the case history might be helped to participate. After about 10 
minutes the buzz groups will be ended and the colloquy will 
begin. One person selected from each buzz group will take his 
place on the platform along with a moderator and one or more 
resource persons. (In this instance, the resource person will be 
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an expert in adult education processes and procedures.) The 
audience representatives will present to the resource person the 
suggestions developed in the buzz groups. He will comment on 
these suggestions; then the entire group, under the guidance of 
the moderator, will have opportunities to contribute to a discus- 
sion of the topic: “Helping the Timid Class Member to Partici- 
pate.” 


B. How long should the case history be? 


It must be brief yet relatively complete, giving the reader enough 
information to permit thoughtful analysis and discussion. Depend- 
ing on the complexity of the situation described, it may run from 
560 to 3,000 words. It usually describes what is known of the 
background or history of the situation and the situation itself. It 
may include possible courses of action or questions for discussion. 


C. Where to obtain case histories 


1. Ask a qualified person to write one; 

2. Secure them from books or pamphlets found in libraries; 

3. Request them from district or national headquarters of vari- 
ous organizations and agencies. 


D. Some suggestions 


1. Use only case histories that have enough information to 
permit analysis at the meeting; 

2. Use a case history that is realistic, practical, and within the 
knowledge and interests of the persons attending; 

3. Be sure to get the case history in the hands of the learner in 
ample time for him to read it carefully before it is analyzed and 
discussed; 

4, Select the best techniques and subtechniques for analyzing 
and discussing the case history during the meeting. When the 
group is large, these techniques and subtechniques are most likely 
to be used: panel-forum, symposium-forum, speech-forum, inter- 
view-forum, colloquy, and buzz sessions. For smaller groups, 
group discussion can be used. 


211 


Ill. THe Exuiesir 


A. What is an exhibit? 


An exhibit is a collection of related materials put on display to 
aid learning. Reading materials, farm produce, manufactured 
products, individual projects, and natural science collections are 
among the things that are commonly exhibited. The exhibit 
should provide the learner with accurate, concrete illustrations. 
It can include actual examples of the subject or be based on 
photos, illustrations, and diagrams. 


Examples: 


1. A women’s organization is devoting a series of programs to 
politics and government in Latin-American countries. Each meet- 
ing deals with a different nation. The planning committee decides 
to use two exhibits at each meeting. One will be designed to pic- 
ture the way of life in the country under study. It will show living 
conditions and customs. The other exhibit will be designed to 
illustrate politics and government in the country under study. 
The exhibits will include books, photos, charts, and products 
contributed by members of the organization. 

2. A state association for adult education devoted its annual 
convention to the topic “Current Trends in Adult Education.” 
Four major phases of adult education were emphasized: pub- 
lic schools, libraries, churches, and university extension. Four 
speakers described trends in these adult education areas. Each 
exhibit illustrated and supplemented some of the ideas treated 
by each speaker. 

Each exhibit was developed by a person specializing in the 
area of adult education to be illustrated. An exhibits chairman 
worked with these persons to make certain that the exhibits were 
in line with the topics and goals of the planning committee. The 
exhibits chairman also saw to it that the person doing each exhibit 
knew what points would be made by the speaker dealing with 
his area. For example, the exhibits chairman found out what 
trends in adult education in churches the speaker intended to 
describe to the audience. He passed this information on so that 
this particular exhibit would show some of those trends. 
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During the program (at the convention), the chairman en- 
couraged thoughtful viewing of the exhibits: after the first two 
speeches, the chairman gave the audience members 20 minutes 
to view the exhibits. Then he reassembled them to hear the other 
two speeches. 


B. Who develops the exhibit? 


1. A qualified person within the organization or learning group 
itself may be asked to be responsible for an exhibit; 

2. A member of the planning committee can assume this task; 

3. An educational agency may agree to provide one. Many or- 
ganizations have ready-made exhibits that are available for loan. 
(For example, the Red Cross, the Heart Foundation, and the 
Senate Commission on Alcoholism.) A library may be willing to 
develop an exhibit or assist the person who is doing it. 


C. What are criteria for a good educational 
exhibit? 

1. Unity and cohesion. The exhibit does not try to do every- 
thing. Some aspects should be selected for emphasis and tied to- 
gether by a theme; 

2. Attractiveness. A neat, appealing presentation is essential; 

3. Appeal to the senses. The proper use of color, light, and the 
use of three dimensions can enable the exhibit to have impact on 
the senses of the viewer. Sound can sometimes be used; 

4. Good location. The exhibit should be placed where it shows 
to good advantage and where the viewer can take whatever time 
he needs to examine it. 


D. Some suggestions 


1. Begin planning the exhibit well in advance of its intended 
use; 

2. For meetings using several exhibits, appoint an exhibits 
chairman to work with the persons preparing each exhibit; 

3. Take the size of exhibits into account when selecting dis- 
play rooms. Make certain there will be ample space for the ex- 
hibits if they are to be displayed in the room where meetings will 
be held. Often exhibits are placed in rooms set aside specifically 
for them; 
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4. Have a clear-cut educational purpose for each exhibit. The 
exhibit should be clearly related to the total program; 

5. Encourage serious viewing of exhibits by setting aside time 
for the group to examine them; 

6. It is often desirable to station a person at each exhibit to 
answer questions; 

7. In designing exhibits: 

a. Begin with the purpose or goal of the exhibit; 

b. Consider the needs, interests, and educational background 
of the viewer; 

c. Use colored pins, colored pictures and paper, colored lights, 
animation, and sound (if appropriate ); 

d. Use moving parts, if possible; 

8. Some suggestions for further reading: 

Dale, Edgar, and East, Marjorie. Display for Learning. New 
York: Dryden Press, 1952; 

Brown, James W., et al. Audio-Visual Instruction Materials and 
Methods. New York: McGraw-Hill, 1959. 


IV. Firms, FILMSTRIPS, AND SLIDES 


A. What are the characteristics of these 

audio-visual aids? 
A filmstrip is a series of still pictures with captions, in sequential 
order, on 35mm film with sprocket holes on each side. These are 
shown on a screen or light colored wall by a projector designed 
for this purpose. Sometimes a narration accompanies the filmstrips 
and is presented by an amplifying unit designed for that purpose. 

A set of 2 x 2 inch slides used with a slide projector and screen 
is often effectively used. 

The film commonly used for educational purposes is a 16mm 
(black and white or color) sound or silent film that runs from 
10-40 minutes. It requires a 16mm sound projector, a screen, and 
a qualified operator. 

Filmstrips and slides are much less expensive than films. The 
person using filmstrips and slides has a great deal of flexibility. 
He can stop the presentation, back up, repeat, and skip items in a 
way that is impossible with films. Also, it is not difficult to make 
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slides as they are needed, while producing a film is beyond the 
resources of most groups. 
All of these audio-visual aids are useful to: 


1. Present information; 

2. Help teach procedures; 

3. Raise issues; 

4, Provide the viewers with a common experience that can be 
built upon through discussion or other kinds of programs; 

5. Introduce a problem or topic and stimulate interest in further 
learning; 

6. Help the learner to integrate and tie together what he has 
learned; 

7. Stimulate further study. 


Examples: 


1. A group of 20 adults is using a study course on “Great Issues 
in American History.” One session is scheduled to be devoted to 
“Slavery.” Two months prior to this meeting, the leader asks if 
anyone in the group would be interested in investigating what 
films, filmstrips, and slides are available on this topic. One woman 
agrees to do so. She goes to the public library, where she examines 
several catalogues listing the audio-visual aids. She finds several 
films and several filmstrips that seem to offer possibilities. A 
librarian helps her to find where these aids are available and their 
cost of rental. She writes a brief summary of each and types up 
copies of her description for use by members of her group. At 
the next meeting of the study group, the leader asks her to report 
on her progress. She distributes copies of the summary that she 
has prepared. The leader reminds the group of the suggested 
topics and goals for the session on “Slavery.” The group eliminates 
several films and slides which clearly are not appropriate. Another 
group member volunteers to preview several aids that seem most 
promising. Previewing narrows the choice down to one film and 
one filmstrip that are appropriate and available for use on the 
desired dates. It is decided to use the film because it: (1) is the 
more timely of the two, (2) raises issues for discussion which are 
in line with those recommended in the study course, and (3) 
seems suited for an adult group while the filmstrip is clearly 
aimed at high school students. 
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2. A committee is planning a neighborhood meeting for a large 
audience on the problem “The Future Growth of Our Commu- 
nity.” One topic which they wish to cover is “Advantages and 
Disadvantages of Securing New Industry for Our Community.” 
They investigate what films, filmstrips, and slides are available. 
After careful evaluation they narrow the choice to two: 

a. A film distributed at no cost by a Chamber of Commerce 
which urges the viewer to actively seek new industry; 

b. A filmstrip that objectively presents several points of view 
about this issue. 

Several committee members urge the use of the film because it 
is attractively produced in color and has sound accompanying it 
which the filmstrip lacks. A businessman strongly supports the 
use of the film, also, because he has made up his mind that secur- 
ing new industry is one way for his community to grow. 

The committee chairman suggests that the committee go back 
and review the goals they have set for their meeting. One goal is 
“to present various sides of controversial issues.” Another goal 
is “to show that cultural and social growth are as important as 
industrial growth.” Once they have reminded themselves of these 
goals, the committee members quickly reject the film, with its 
thinly veiled propaganda, in favor of the filmstrip that objectively 
presents several points of view about the issue. 


B. What are criteria for selecting these 
audio-visual aids? 


It is important to use films, filmstrips, and slides only when they 
are the most appropriate resources for learning. Too often they 
are used merely because they happen to be available or because 
someone suggests that their use would enliven the meeting, or 
someone wants to have a show. These are not good reasons for 
selecting any resources. Selection of films, filmstrips, and slides 
should be based on these factors: 


1. Topics, goals, and purposes. Does the educational aid present 
useful information? Does it raise issues that the group can 
profitably discuss? Is its content appropriate for the purposes and 
goals of the meeting? 

2. Accuracy and timeliness. Is the educational aid accurate 
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and unbiased? Has it become out-of-date to an extent that is 
distracting? 

3. Educational level. Is the educational aid appropriate for the 
expected audience as regards vocabulary, the examples that are 
used, and over-all point of view? 

4, Availability. Is the educational aid available for the time it is 
to be used and at a reasonable cost? Are adequate viewing 
facilities, equipment, and a qualified projectionist available? 


C. Where to get films and help in selecting them 


You can get films and assistance from these sources: 


1. County and city public school audio-visual coordinators; 

2. Public libraries; 

3. Commercial sources—many large corporations have films 
available for free or rental distribution; 

4, Non-profit agencies—foundations, national education, health, 
and welfare agencies; 

5. Government agencies—U.S. Office of Education’s Office of 
Visual Education issues occasional film lists on special subjects; 

6. College and university film rental libraries. 


D. Some catalogues and reference books that may 
be useful 


Bluebook of Audio-Visual Materials. Chicago: Educational Screen 
and Audio-Visual Guide; 

Brown, James W., et al. A.V. Instructional Materials and Methods. 
New York: McGraw-Hill, 1959; 

A Directory of 16mm Film Libraries. Washington, D.C.: U.S. 
Office of Education; 

Educators Guide to Free Films. Randolph, Wisconsin: Educator's 
Progress Service; 

Educators Guide to Free Filmstrips. Randolph, Wisconsin: Edu- 
cator’s Progress Service. 


E. Steps in using these educational aids 
Once you have decided that the use of films, filmstrips, or slides 
may be appropriate for a learning situation, you are ready to take 
these steps: 
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1. Prior to the meeting: 


a. Examine catalogues describing what is available; 

b. Select and order for previewing the educational aids that 
seem most appropriate; 

c. Preview the educational aids: 

(1) Check each aid against the criteria for selection (see B, 
above); 

(2) Take notes that will be useful in introducing it; 

(3) Note issues and questions for discussion; 

d. If it is decided that a film, filmstrip, or slides is appropriate 
for the learning activity, reserve it for use at the proper time; 

e. Arrange for the facilities, equipment, and operator that will 
be needed for the showing (Don't forget screen, extension cords, 
spare bulbs, and take-up reels of the proper size. ); 

f. If desirable, reproduce in quantity, for distribution at the 
meeting, the important points, steps, or issues found in the educa- 
tional aids to be used; 

g. Prepare to introduce the educational aid, by mentioning its 
purpose, title, and special feature to watch for. It may be neces- 
sary to define or explain some terms or ideas that are likely to 
present difficulties for the viewer. 


2. During the meeting: 


a. Pre-check all physical factors: electrical outlet (Will it oper- 
ate when the lights are out?), position of projector, operating 
condition of projector, the procedure for darkening the room; 

b. Thread and focus the projector (testing the sound, if sound 
is involved); 

c. Give the introduction (see g, above); 

d. Show the film, filmstrip, or slides: 

(1) You can show all or part; 

(2) You can stop for questions and clarification; 

(3) You can repeat all or part; 

e. Follow the presentation with an appropriate educational 
technique or subtechnique for discussing or reacting to it. 
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V. THe INFORMATION BRIEF 


A. What is an information brief? 


This educational aid consists of from one to three pages of specific 
information about a topic to be considered at a meeting. The 
brief usually divides the topic into several main areas in the man- 
ner of an outline. Under each heading are contained useful facts 
along with brief quotations from reliable sources. Briefs are 
usually mimeographed and distributed, in advance of the meeting 
if possible, to all persons who plan to attend. 

By carefully reading the brief prior to the meeting or during the 
meeting, the learner can obtain some facts and authoritative 
opinions that should aid him to participate in a meaningful way. 
Reading this digest of various aspects of the topic is not a substi- 
tute for well-rounded study, but it is better than no preparation 
at all. Sometimes briefs are the only feasible way to promote 
advance preparation by the participants. 


Example: 


A group of agencies are cooperating in an educational program 
for adults. The purpose of the program is to improve the eating 
habits of the families in a particular neighborhood. The program 
consists of the various kinds of activities including large group 
meetings held in schools and churches. One meeting is devoted to 
the topic “Eating Better Breakfasts.” After seeing a film and hear- 
ing facts presented by an expert, by means of an interview, the 
60 persons in the audience are divided into four discussion groups. 
Each group, witha trained leader and a resource person, is to 
discuss the topic “What Do We Have To Gain by Eating Better 
Breakfasts?” The planning committee decides to distribute an in- 
formation brief to the discussion groups for these reasons: 


1. It will summarize the facts brought out earlier in the evening 
by means of the film and the interview; 

2. Reading it should give some persons the confidence they 
need to participate in the discussion; 

3. Providing the learner with something tangible to take home 
(and to show to other persons) increases the chances that he 
will take steps to improve his eating habits. 
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Since the audience is made up of persons of widely different 
educational levels, the committee makes sure that the information 
brief is written in simple language. They also should guard 
against developing an information brief that has the effect of 
stopping discussion rather than stimulating it. So they make 
certain that the brief does not answer all the questions that may 
be raised by the discussion topic. 

At the meeting, each leader will allow time for his group mem- 
bers to look over the information brief before he starts the dis- 
cussion. In some instances, the leader may read the brief aloud 
in order to promote understanding of it and to focus the attention 
of the group participants. 


B. Who prepares the information brief? 
1, A member or members of the planning committee can ac- 


cept this responsibility; 

2. Someone in the learning group itself (those who will be at 
the meeting ) can be requested to prepare a brief with guidance 
from a member of the planning committee; 

3. A resource person can be requested to furnish one; 

4, Information briefs can be prepared by staff members of 
public, college, school, or special libraries; 

5. Some colleges and universities have special agencies that 
assist people with tasks of this kind. 


C. Some suggestions 


1. Do not try to include a great deal of information—only 
major points, issues, facts, and opinions; 

2. Give the source of all direct quotations that are used—i.e., 
the author, title, publisher, date of publication, and page number; 

3. Try to present an objective, well-rounded point of view. On 
controversial issues, give various sides and opinions; 

4. If the information brief is designed to promote discussion, 
guard against including information that will tend to discourage 
discussion; 

5. Use language that the reader can understand; 

6. List some references for further study; 

7. Do not rely on the information brief as a substitute for more 
thorough preparation and follow-up study. 
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D. A sample information brief 
This brief has been used successfully in many learning groups. 


COMMUNITY AGENCIES WORK 
WITH OLDER ADULTS 


The number of people over 65 has tripled since 1900. The average 
American has gained 19 years of life in the last 50 years. Many 
communities already have larger numbers of older adults in 
their population than ever before. Community agencies have a 
two-fold role in relation to these groups of older adults. One 
part of this role is to help men and women of all ages prepare for 
older age and for retirement. The other part of the role is to find 
the best ways to use the skills and experiences of these men and 
women as resources in all kinds of community activity. 


WHAT ARE THE RESPONSIBILITIES OF COMMUNITY 
AGENCIES IN RELATION TO THE AGING? 


1. Serving as source of information on all aspects of the aging 
process; 

2. Making people aware that material on the aging process is 
available; 

3. Considering the needs of the aged person as an individual 
(selection of materials and referrals to other agencies): 

a. Plans for retirement; 

b. Information .for the volunteer who helps with the com- 
munity activities for aging; 

c. Books with large print; 

d. Referrals to services to the blind; 

e. Material for the professional worker who serves the aging, 
social workers, ministers, superintendents of nursing homes, com- 
munity recreation leaders, librarians; 

4. Providing group services to the aging; 

a. Through cooperation with other agencies providing such 
services; 

b. Through library-sponsored book reviews, discussion groups, 
local history groups, hobby clubs, etc. 
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For Discussion 


1. How can we help the community identify the needs of the 
aging? 

2. Advantages and disadvantages of starting a committee on 
aging in our community; 

3. Other courses of action open to us. 


Suggested Reading 


Blackshear, Orrilla. Public Library Serves the Aging. Wisconsin 
Library Bulletin, Vol. 52, No. 2, March-April, 1956 (may be 
borrowed from ALA Headquarters Library); 

Package Library Briefs. Opportunities for the Aging. Vol. 13, 
No. 1, September, 1956. Available from Indiana University, 
Bureau of Public Discussion, Bloomington, Indiana, 35¢; 

Selected References on Aging, an annotated bibliography. 1955. 
Compiled for the Committee on Aging by the Library of 
the U.S. Department of Health, Education, and Welfare. For 
sale by the Superintendent of Documents, U.S. Government 
Printing Office, Washington 25, D.C., 30¢. 


CHAPTER 6 


Designing and Conducting Clinics, 
Institutes, and Workshops 


I. DIsTINGUISHING BETWEEN THE CLINIC, 
INSTITUTE, AND WORKSHOP 


Adults can learn systematically over an extended period of time 
by means of three basic types of meetings: the clinic, the insti- 
tute, and the workshop. These meetings usually extend from one 
day to several weeks or longer. They may involve from 25 to 
300 or more people. While the three basic types have some 
features in common, there are differences in emphases that can 
be summed up as follows: 


A. Clinic 


The clinic places emphasis on diagnosing and analyzing problems 
and seeking solutions to them. The approach is through situa- 
tions designed to reveal existing conditions (in an organization, 
institution, community, etc.). Case studies, demonstrations, role- 
playing, speeches, and field trips are the most frequently used 
techniques. The group confronts life-like situations in order to 
learn to meet them more successfully. 


B. Institute 


Authoritative instruction is emphasized. An organized body of 
knowledge is presented to the learners—or issues are raised for 
their consideration. Training in a skill may also be offered. Edu- 
cational techniques and aids frequently used are: the speech, 
symposium, interview, panel, colloquy, forum, films, and exhibits. 
The participants learn in groups but individual study is also en- 
couraged. 
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C. Workshop 


The workshop allows considerable flexibility. Emphasis is on im- 
proving individual proficiency and understanding. Theory and 
practice are often treated concurrently. The learner is encouraged 
to work out a program of personal study, for which he receives 
help from other participants and resource people. The learning 
situations tend to be based on interests and needs identified by 
the participants themselves (rather than by experts). 

Clinics, institutes, and workshops usually involve both general 
sessions, during which the entire group meets together, and sub- 
group meetings of the following types: 


1. Special interest groups offer opportunities for 15 to 50 per- 
sons with similar concerns and background to learn under the 
guidance of resource persons. Information is presented in these 
sessions similarly as it is done in the general sessions, since they 
are not primarily designed for audience participation. An im- 
portant point to remember is that persons of similar concerns 
and background should be assigned to the same group. Often a 
person comes to an institute with his employer, supervisor, or a 
person with more status or experience. In this case, it may be wise 
to assign these persons to different groups. Other factors to take 
into account in assigning a person to a specific group are: the 
preferences of the person himself, his age, sex, occupation, and 
the extent of his knowledge of the topic. 

2. Work groups are composed of 10 to 25 participants who 
have been assigned on the basis of personal interest or experience, 
profession, or vocation. In each meeting, work is done on prob- 
lems, projects, or other assignments. Whether or not the work 
group reports its accomplishments to the other participants will 
depend on its purpose. 

3. Discussion groups. Groups of 10 to 20 persons who converse 
about issues or discussable topics under the guidance of a trained 
discussion leader. The group may develop its own agenda or have 
its agenda determined in advance by those responsible for plan- 
ning. 

4, Practice groups. 10 to 15 persons meet for opportunities to 
practice a skill under expert guidance. For example, if a workshop 
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dealt with “Parliamentary Procedure,” practice groups might offer 
each participant a chance to run a business meeting. 


A clinic, institute, or workshop usually has a coordinator. His 
job is to offer leadership and guidance throughout the planning 
and conducting of the meeting. He assumes final responsibility 
for such tasks as setting up committees, orientation of resource 
people and leaders, and liaison with the parent organizations or 
sponsors. 

In addition, there is usually the staff, which conducts the work- 
shop, clinic, or institute. The staff may act alternately as instruc- 
tors, discussion leaders, or resource persons. The staff may or 
may not be the same persons who have done the planning. 

In addition to the staff there may be resource persons who 
present information and authoritative opinion in the general ses- 
sions and in the subgroup meetings. They sometimes make sys- 
tematic presentations through techniques like the speech, sym- 
posium, or the demonstration. In the discussion groups, their role 
is that of supplying information upon the request of the leaders 
and participants. If practice groups are held, the resource persons 
show the participants how to carry out procedures and offer op- 
portunities for the participants to practice the use of these pro- 
cedures. 


II. ExaAmpLes OF CLinics, INSTITUTES, 
AND WORKSHOPS 


A. Three clinics 


1. A group of local membership chairmen for an organization 
meet to examine and try to solve the problem of a decreasing 
membership. Under the guidance of a consultant from their na- 
tional headquarters, they plan a clinic designed to (1) analyze 
existing policies about membership and recruitment, (2) share 
ideas relating to their problem, and (3) analyze the cases of one 
of their local organizations with a good record in getting new 
members and one with a poor record. 

2. A group of local churches are having difficulties using a 
fund-raising system developed by their denominational head- 
quarters. District church leaders hold a clinic designed to assist 


225 


the leaders from the local churches to overcome their problems 
and to examine the results in one or two churches using the fund- 
raising system. The learning experience is under the guidance of 
several local leaders who have had a great deal of experience 
with the fund-raising system and of one of their denomination’s 
fund-raising specialists from national headquarters. 

3. The training department in a boat company has a request 
to assist the company’s salesmen to become more effective in 
the selling of sailboats. About 50 salesmen are involved. One 
salesman with an especially good sales record is available to act 
as a resource person. The training department, which has six 
members, becomes the staff for a clinic to be held on the problem 
“How Can We Sell More Sailboats?” 

It becomes clear that two kinds of sessions will be needed: 
(1) demonstration of selling procedures carried out by the re- 
source person, and one or more persons taking the role of the 
customer; and (2) discussion groups in which the participants 
attempt to discover and explore new approaches to the problem 
of increasing sales. After going further into the planning, the 
clinic staff discovers that the participants do not have adequate 
knowledge of the product they are trying to sell. So it becomes 
clear that the clinic should include a field trip to the company’s 
sailboat plant and some firsthand experience in sailing. The clinic 
is therefore held at an appropriate location which has facilities 
adequate to demonstrate a variety of sales tactics. 


The final program might look like this: 


SALES CLINIC 


Theme: How Can We Sell More Sailboats? 

Goals: To demonstrate tested approaches to selling sailboats, 
To learn more about the product we are selling, 
To discuss ways to encourage sales. 


Schedule 
Monday 
9:00-10:00 a.m. Registration, Orientation, Getting Acquainted 
10:00-12:00 Noon Field trip to the plant 
2:00- 5:00 p.m. Demonstrations and opportunities to operate 
sailboats 
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8:00- 9:00 p.m. Discussion Groups—“What Do Our Experi- 
ences Today Suggest for Better Sailing?” 
(Three groups of about 15 persons each—all 
groups discuss the same topic. ) 


Tuesday 

9:00-10:00 am. Panel—“Some Suggestions for Improving 
Sales” (The leaders of the three discussion 
groups held the previous evening discuss the 
various ideas brought out under the guidance 
of a moderator from the clinic staff.) 

10:00-11:30 am. Demonstrations of selling procedures (con- 
ducted by the resource person and the clinic 
staff ) 

11:30-12:00 Noon Summary and Conclusions (speech by the re- 
source person ) 

12:00-12:30 p.m. Evaluation and Written Recommendations 
(sent to the training staff and the production 
department and used to improve future meet- 


ings ). 


B. Three institutes 


1. An institute for group discussion leaders and participants 
(to teach people how to carry on effective group discussion): 
these institutes provide from 6 to 12 hours of planned and super- 
vised instruction and practice for about 30 persons. The institute 
is designed and conducted by persons who are specialists in the 
information and skills to be taught. At general sessions, informa- 
tion is presented to the total group by means of speeches, films, 
and demonstrations. During the greater part of the time, the total 
group is divided into two practice groups, each guided by a 
trainer or instructor. In these smaller groups, the institute mem- 
bers take part in supervised practice discussions which enable 
them to gain first-hand experience in properly leading and par- 
ticipating in group discussion. 

2. An institute on “New Approaches to Patient Care” was held 
for nursing personnel from several hospitals. It was planned and 
conducted by college faculty members in a school of nursing to- 
gether with experienced registered nurses. An investigator who 
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had been developing experimental patient care programs in hospi- 
tals served as resource person. The purposes of the meeting were 
to provide specific instruction about new concepts and practices. 

The participants took part in general sessions, practice sessions, 
and discussion groups. In the general sessions, they learned about 
new concepts and practices in caring for patients. In the practice 
sessions, they tried out some of these practices. And in the discus- 
sion groups they explored ways of putting new concepts and 
practices into effect in their back-home situations. 


The program looked like this: 


INSTITUTE 
Theme: New Approaches to Patient Care 
Goals: To offer practical instruction in new approaches to pa- 


tient care, 

To provide practice opportunities for all participants, 

To promote better patient care, 

To make available the findings of recent research. 
Sponsors: State Nurses Association and Community Hospital 


Schedule 


9:00- 9:15 am. “Welcome and Orientation” 

9:15-10:05 am. “Three New Approaches” Symposium-Forum 

10:30-12:00 Noon Practice Sessions (Participants meet in small 
groups to try out new approaches to patient 
care ) 

1:30- 2:45 p.m. Discussion Groups—“How Can We Apply 
What We Have Learned?” 

3:00- 4:30 p.m. Reports from Discussion Groups, Evaluation, 
and Closing Remarks. 


3. Chapter Two contains a complete example of the planning 
of an institute in a local parent-teacher association. 


C. A workshop 


Some adults in an urban community are interested in providing 
better summer recreation opportunities for their children. Parents 
of five families that are especially concerned begin meeting to 
discuss the problem. They invite a professional recreation worker 
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to meet with them. In consultation with their neighbors, this 
group begins to organize a learning experience that will help the 
participating families to learn about summer recreation activities 
available to them. 

The committee decides to hold a workshop for these reasons: 


1. The adults who will participate in the learning experience 
have somewhat different needs, depending on the size of the 
family, type of home facilities available, and the ages of their 
children—considerable flexibility, therefore, is required; 

2. Each family should be able to work out plans for family 
recreation. 


The workshop will be held at an elementary school in order to 
have playground facilities and numerous rooms available. Re- 
source persons for the workshop will be drawn from city recrea- 
tion personnel. At the general sessions, the resource persons will 
present information about recreation to the adults. Then in the 
practice sessions, the children will join their parents for oppor- 
tunities to learn new recreational activities. The program will 


look like this: 


FAMILY RECREATION WORKSHOP 
Theme: Family Recreation This Summer 
Goals: To discover recreation facilities now available, 
To learn how to use present facilities, 
To learn how to assume responsibility for, and to con- 
duct, a portion of their family recreational programs. 
Date: Saturday, May 25th 


Place: North Side School 


General Session 


9:00- 9:10 am. “The Nature and Purpose of This Workshop” 
(Speech by workshop coordinator ) 

9:10- 9:30 am. “Some Suggestions About Family Recreation” 
(Neighborhood recreation director  inter- 
viewed by a parent) 

9:30-10:00 a.m. “Outdoor Games for Families” (film) 
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Practice Groups 


10:00-12:00 a.m. Group 1—Badminton 
Group 2—Croquet 
Group 3—Volley ball 
Group 4—Nature study 
Group 5—Camping 
Group 6—Indoor activities 


General Session 


1:30- 3:00 p.m. “Overcoming Obstacles to Family Recreation” 


Work Groups 


3:00- 4:30 p.m. (Each family works out a plan for family recre- 
ation and gets the reaction of a resource per- 
son and of other participants ) 


III. DrEctstons DuriInc PLANNING 
(In Chapter Two of this book, there is a detailed account of the 
planning of an institute. ) 
Among the many decisions that must be made during the 
planning of a clinic, institute, or workshop, the following are es- 
sential. 


A. Goals and evaluation 


What is to be accomplished? What problems are to be dealt with, 
information presented, or changes brought about? Why is a group 
learning experience advisable? What plans for evaluation are to 
be made? 


B. Participation 


Who should be involved? Who can profit from the experience? 
What is the audience for whom the learning situation is to be 
designed? Should participation be limited and if so, how? 


C. General type of meeting 


Will a clinic, or an institute, or a workshop be most appropriate? 
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D. Physical location and arrangements 


Where will the meeting be held? What meeting rooms, dining 
and sleeping facilities will be required? 


E. Budget 


What will the costs be? How will the meeting be financed? How 
much will each participant be assessed? 


F. Promotion and publicity 

How will promotion and publicity be handled? What features 
will be emphasized? How can the participants’ interest and active 
involvement be initiated and sustained? 


G. Leadership and resources 


Who will act as coordinator, staff, and resource people? What 
persons will be needed for leadership roles such as panel moder- 
ators and chairmen for the general sessions? 


H. Design of specific sessions 

Each session in the total program should be designed to be an 
effective learning situation. This involves the proper use of tech- 
niques, subtechniques, and educational aids (see Chapters Three, 
Four, and Five). 


I. Registration and orientation 


Will there be advance registration? How will registration be 
handled? What advanace orientation will the participants re- 
ceive? How will advance study or preparation be encouraged? 


J. Committees 
What committees will be organized? Frequently committees are 
established to deal with most of the items previously noted in 
this list; ie., a committee for evaluation, promotion, program de- 
sign. 
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IV. A Cnueck List For PLANNING 


1. Do we have clear-cut goals to 
achieve? 

2. Have we carefully decided on the 
type of meeting to be held (that is work- 
shop, institute, or clinic)? 

3. Can adequate facilities be provided 


. The general sessions? 
. The small group meetings? 


. Study materials? 
. Equipment (for example, film pro- 
jector if one is to be used)? 
c. Funds? 
5. Is our theme of interest to those ex- 
pected to participate in the institute? 
6. Is there definitely a need for: 
. Special interest groups? 
. Practice groups? 
. Discussion groups? 
. Work groups? 
7. If discussion groups are to be held, 
can each be led by a trained leader? 
8. Do we have available as resource per- 
sons, people who: 
a. Know their subject thoroughly? 
b. Know how to instruct adults? 
c. Know how to participate as a re- 
source person? 
d. Will communicate interest and en- 
thusiasm?P 
_e. Will remain available for consultation 
with individual participants? 
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a 

b 

4, Do we have the necessary: 
a 

b 


O20 of 


Yes 


No 


9. Have we selected the proper tech- 
niques, subtechniques, and educational 
aids for each meeting? See 

10. Do we have available a competent 
coordinator? DRE Be 

11. Is there evidence that the expected 
participants: 

a. Are interested in the topic or proce- 
dures that will be treated? mete i 

b. Are capable of learning what is to be 
taught? i eusitht 

c. Are willing to take the time to attend? 

12. Do we have sound plans for: 

a. Promotion? 

b. Publicity? 

13. Have we provided for: 

a. Advance study? 

b. Orientation prior to arrival? 


14. Do we have a printed program that: 
a. Stimulates interest? fae YB be 
b. Clarifies our goals? eee! 2d 
15. Have we provided for evaluationP _____ 
16. Have we provided for follow-up 

study? cant os 
17. Have we provided for briefing of 

the: 
a. Discussion leaders? ee ot 
b. Chairmen of each session? pied ey 
c. Resource persons? retalee! 
d. Other persons with special responsi- 

bilities (e.g., panel moderators, role-play- 

ers, interviewer )? sees 
18. Have we provided for: 
a. Hospitality? ea 
b. Recreation? hs Ry 
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V. A Caeck List ror EVALUATION 


This check list is for the use of (a) the coordinator and the staff 
and (b) those who take part in the meeting. 

If the trend of replies to the questions is toward “no” and 
“undecided,” the clinic, institute, or workshop probably has been 
conducted ineffectively; future errors can be avoided if the vari- 
ous replies are discussed by the coordinator and the staff. 


Unde- 
Yes No cided 
1. Was the promotion effective? NN 
2. Did the participants understand what 
was expected of them? Pate 
3. Were the meeting facilities adequate? ___ 
4, Were the dining and housing facilities 
adequate? Hasna 
5. Was registration handled effectively? ____ 
6. Were helpful study materials made 
available? Busia 
7. Were the general sessions: 
a. Relatively free from distractions?  ____ 
b. Characterized by good physical ar- 
rangements? al cata 
c. Made meaningful by clear presenta- 
tion? pli Me) 
d. Appropriate in length and number? = ____ 
e. Clear as to goals and purposes? DNDN 
f. Effective as to the use made of educa- 
tional techniques, subtechniques, and aids? _____ 


eo es 


8. Were the special interest groups (if 
used ) : 

a. Made up of persons who: 

(1) Had common interests? SU i 

(2) Could work together? WEA IN 

(3) Were similar in background? etaTao 

b. Adequate as to physical arrange- 
ments? iA UN 

c. Well conducted? NOAM: 


234 


Head 
neana 


d. Staffed with the appropriate resource 
persons? 

e. Clear as to their goals and task? 

f. Appropriate as to: 

(1) Frequency of meeting? 

(2) Length? 

g. Effective as to the use made of educa- 
tional techniques, subtechniques, and aids? 


ao 
oa: 
one 


9. Were the discussion, practice, or work 
groups (if used): 

a. Well conducted? 

b. In suitable surroundings? 

c. Clear as to their: 

(1) Task? 

(2) Responsibilities to the total group? 

d. Appropriate as to: 

(1) Length? 

(2) Frequency of meeting? 


10. Did the coordinator and staff: 

a. Carry out responsibilities? 

b. See that the group was well oriented: 

(1) Prior to arrival? 

(2) After arrival? 

c. See that schedules were met? 

d. Properly instruct the resource per- 
sonsP 

e. Help the participants to learn? 

f. Remain flexible and able to make ad- 
justments to aid learning? 


11. Did the resource people: 

a. Understand their responsibilities? 

b. Understand the techniques they were 
involved inP 

c. Use understandable language? 

d. Use helpful examples? 

e. Remain available for consultation? 

f. Present information clearly and effec- 
tively? 


Bee itl ala 


eet tt 


Se | 


Fe 


12. Did the participants: 

a. Make advance preparation? 

b. Make use of their opportunities for 
learning? 

c. Attend meetings on time? 

d. Cooperate with the coordinator and 
the resource persons? 


13. What was accomplished: 

a. Was useful information presented in 
the general sessions? 

b. Did the participants show evidence of 
having acquired information, new view- 
points, or of having changed attitudes? 

c. Was progress made toward the goals? 

d. Have problems or needs emerged 
which point toward further study or ac- 
tionP 

e. Was there evidence of willingness to 
accept responsibility for further study or 
action? 
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Appendix 


AN ANNOTATED READING List CONCERNING ADULT 
EDUCATION PROCEDURES 


This list of suggested readings contains books and pamphlets. Arti- 
cles in magazines and journals are not included. 


PROCEDURES IN ADULT EDUCATION 


1. Beckhard, Richard. How to Plan and Conduct Workshops and 
Conferences. New York: Association Press, 1956, 64 pp. 

In addition to the steps in planning large group meetings, 
this book includes suggestions for setting up special interest 
groups, and for handling registration and evaluation. 

2. Bergevin, Paul and McKinley, John. Design for Adult Education 
in the Church. Greenwich, Connecticut: The Seabury Press, 1961, 
320 pp. 

This book contains an idea for effectively training adults to 
assume responsibilities for planning and carrying out adult 
learning activities. Along with this idea it treats adult education 
techniques, leadership and participation in learning groups, 
conditions for effective adult learning, and ways of determining 
needs and interests of adults. 

8. Bergevin, Paul and Morris, Dwight. Group Processes for Adult 
Education. Greenwich, Connecticut: The Seabury Press, 1960, 
86 pp. 

A useful booklet for those interested in broadening their 
knowledge about techniques used in adult education activities. 
The following are treated in outline form: speech, speech-forum, 
panel, panel-forum, symposium (modern concept), symposium- 
forum (modern concept), symposium (ancient concept), col- 
loquy, group discussion, conference, convention, committee, in- 
stitute, seminar, and workshop. 

4, Bergevin, Paul and Morris, Dwight. A Manual for Discussion 
Leaders and Participants. Greenwich, Connecticut: The Seabury 
Press, 1957, 73 pp. 

An easy-to-use manual for those interested in knowing more 
about group discussion. 
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10. 


11. 


12. 
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. Bonner, Hubert. Group Dynamics. New York: The Ronald Press, 


1959, 531 pp. 
A comprehensive treatment of small group behavior for psy- 
chologists, social scientists, teachers, and personnel managers. 


. Kelley, Earl C. The Workshop Way of Learning. New York: 


Harper and Brothers, 1951, 169 pp. 

This book discusses in detail the workshop learning experi- 
ence as the author used it for teacher-training and lay groups, 
to solve problems cooperatively. The stress is on teacher train- 
ing. The author discusses both the long and short workshop. 


. Klein, Alan F. Role Playing. New York: Association Press, 1956, 


176 pp. 
This book discusses in detail the characteristics of role-playing 
and how to use role-playing for educational purposes. It in- 
cludes numerous examples. 


. Knowles, Malcolm and Hulda. Introduction to Group Dynamics. 


New York: Association Press, 1959, 87 pp. 

Described by the author as “not a how to do” but a “how to 
find out book,” this brief work is a guide and a preparation for 
further study of the findings of social scientists investigating 
the characteristics of groups. 


. Lasker, Bruno. Democracy Through Discussion. New York: H. W. 


Wilson Company, 1949, 376 pp. 

Mr. Lasker goes into the “why” of learning in small groups. 
He measures group discussion against a yardstick of “democracy 
as a way of life.” 

Powell, John Walker. Education for Maturity. New York: Hermit- 
age House, 1949, 242 pp. 

The author outlines the stages that learning groups pass 
through, and discusses some unique characteristics of adult 
discussion groups. 

Wilson, Meredith and Gallup, Gladys. Extension Teaching Meth- 
ods. Extension Service Circular 495, August, 1955. U.S. Depart- 
ment of Agriculture, Washington, D.C., 80 pp. 

This brochure explains what workers in the field of Agricul- 
tural Extension have learned about using certain procedures to 
influence rural families to adopt agricultural and home eco- 
nomics practices. 

Zelko, Harold P. Successful Conference and Discussion Tech- 
niques. New York: McGraw-Hill, 1957, 264 pp. 

This book emphasizes group discussion fundamentals. It con- 
tains aids for program planning and discussion leadership. 


LEADERSHIP 


. Frank, Lawrence K. How To Be a Modern Leader. New York: 
Association Press, Leadership Library Series, 1954, 62 pp. 

A general discussion of what is involved in group leadership 
together with a philosophy of leadership. 

. Gordon, Thomas. Group-Centered Leadership. New York: Hough- 
ton Mifflin, 1955, 366 pp. 
The author develops and illustrates the concept that the best 
source of leadership ultimately is the group members them- 
selves, rather than persons designated or chosen as leaders, 
. Leadership Library Series. New York: Association Press. 

A series of short books treating leadership, committee work, 
planning workshops, and the uses of audio-visual aids. 
. Leadership Pamphlets. Adult Education Association of the U.S.A., 
743 North Wabash Avenue, Chicago 11, Illinois. 

A series of pamphlets treating the problems of working with 
volunteers, planning programs, conducting workshops, getting 
and keeping members, and taking community action. 

. Liveright, A. A. Strategies of Leadership. New York: Harper and 
Brothers, 1959, 135 pp. 

Written for volunteer and professional leaders, this book con- 
tains suggestions for analyzing adult education programs in 
terms of their leadership responsibilities. 

. Ross, Murray G. and Hendry, Charles. New Understandings of 
Leadership. New York: Association Press, 1957, 158 pp. 

The authors summarize recent research and thought about 
the nature and meaning of leadership. Included are theory, re- 
search findings, and a suggested program for developing leaders 
in business, social, and educational organizations. 

. Thelen, Herbert A. Dynamics of Groups at Work. Chicago: Uni- 
versity of Chicago Press, 1954. 379 pp. 

This book discusses many aspects of group behavior. Its in- 
sights seem most useful for consultants, trainers, and other 
professional adult education workers. 

. Trecker, Audrey and Harleigh. How To Work With Groups. New 
York: Woman’s Press, 1952, 167 pp. 

The authors treat such volunteer leadership responsibilities as 
P.T.A. presidents and committee chairmen, group discussion, 
finance, and publicity. A section on how to deal with the con- 
flicts in an adult group is included. 
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A GLossARY OF TERMS RELATING TO 
ADULT EDUCATION PROCEDURES 


Acceptance. An uncensuring attitude toward a person’s behavior, and 
recognition of his worth as a person without condemning or con- 
doning his actions or expressions. 

Adult. A person who has reached physical maturity. 

Adult Education. The process through which adults have and use op- 
portunities to learn systematically under the guidance of an 
agency, teacher, or leader; experiences in day-to-day living which 
cause adult behavioral change; the study of the professional field 
of adult education. 

In a free society a kind of education which promotes a mature 
rationality in our adult lives and institutions. 

Agenda. Something to be done; items of business to be brought before 

. a meeting or topics to be discussed. 

Aids, Educational. Resources such as pamphlets, exhibits, annotated 
bibliographies, case histories, audio-visual materials and informa- 
tion briefs, which assist in the learning process through the em- 
ployment of the several senses. 

Aim. A foreseen end that can be used to give direction to an activity 

_ or to motivate behavior. 3 

Annotated Bibliography or Reading List. A list of readings with notes 
to indicate the nature of the content treated and in some instances 
to give an evaluation of the content. 

Appraisal. An estimation of the effectiveness of an adult education 
procedure. 

Attitude. A state of mental and emotional readiness to react to situa- 
tions, persons, or things in a manner in harmony with an habitual 
pattern of response. 

Audience Reaction Team. A group of three to five audience repre- 
sentatives who interrupt a speaker or other resource person at 
appropriate times to seek immediate clarification on points that 
seem obscure, or to assist the speaker to treat the needs of the 
persons present. 

Authoritarian. A person who advocates the principle of obedience to 
authority as opposed to individual liberty or self-direction. 

Authority. An accepted source of information, direction, or guidance. 

Autocrat. A person who exercises absolute power or unlimited au- 


thority. 
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Behavior. Action or activity which a person manifests in cece to 
ideas, things, or people. 

Buzz Session. An audience divided into several small (buzz) groups, 
meeting simultaneously, to discuss a topic assigned them or per- 
form a task. 

Case History. An educational aid consisting of a written description 
of an event, incident, or situation. Used by learners as resource 
material to analyze and discuss. 

Chairman. The person who is normally in charge of an educational 
meeting—opening and closing it and providing the necessary 
transition from one part to the next. 

Clinic. An extended series of meetings that involves diagnosis, analysis, 
and treatment of conditions or problems. 

Colloquy. A modification of the panel using six or eight persons— 
three or four representing the audience and three or four resource 
persons. The colloquy members, selected from and representing 
the audience, ask questions, express opinions, and raise issues to 
be treated by the resource persons. 

Co-Leader. In group discussion, if two persons share leadership, they 
are called co-leaders. 

Committee. A small group of persons appointed or elected to perform 
a task that cannot be done efficiently by an entire group or organ- 
ization, or done effectively by one person. 

Communication. A process by which people influence one another by 
transmitting and receiving ideas, opinions, feelings, and attitudes. 

Communication, Pattern of. A systematic arrangement which defines 
the origin, direction, and end of the flow of verbal participation 
by the members of a learning group. 

Community. A society of people having common rights and privileges, 
or common interests, civil, political, or ecclesiastical, usually 
living in one locality under the same culture. Can be any group 
of people, not necessarily in spatial proximity, who share basic 
interests and traditions. 

Content. Mainly the substantive information (subject matter) in a 
learning program. The “what” of education as compared with the 
“how.” The “what” could be considered content, the “how” proc- 
ess. In program planning, the topics developed for treatment in 

_ the learning activity being planned. 

Convention. An assembly of members, representatives, or delegates of 
a parent organization meeting together for the purpose of trans- 
acting business, sharing experiences, solving problems, and gain- 
ing information. 
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Criterion. A standard of judgment accepted as a basis for comparison 
or evaluation. 

Critique. A portion of a meeting in which the participants analyze (as 
objectively as possible) the strengths and weaknesses of their 
educational activity. 

Demonstration. A carefully prepared presentation that shows how to 
perform an act or use a procedure. 

Educational Aid. See Aids. 

Exhibit. A collection of related items displayed to aid learning. 

Evaluation. Judging the effectiveness of an adult education experience 
in terms of the goals. 

Field Trip. A planned educational tour in which a group visits an 
object or place of interest for first-hand observation and study. 

Forum. A 15- to 60-minute period of open discussion that is carried 
on among the members of an entire group and one or more 
resource persons. 

Goal. The objective or end toward which a learning experience is 
directed, the expected results; a specific statement of intention 
to meet a need. 

Group Discussion. A purposeful conversation and deliberation about 
a topic of mutual interest among 6 to 20 participants under the 
guidance of a trained participant called a leader. 

Group Dynamics. Sociological and psychological forces at work in 
any group situation. Also, the scientific study of these forces. 
Group Participant. A member of a learning team who takes an active 
part in the educational process as one of the learners in the 

group. 

Group Process. The factors which are concerned with how persons 
learn together (the way) as contrasted to what they learn (the 
content). 

Idea Inventory. Sometimes called “brainstorming” or “freewheeling,” 
is the spontaneous outpouring of ideas pertinent to an area of 
interest or need about which a group desires to reach a decision. 

Information Brief. An educational] aid consisting of one to three pages 
of specific information about a topic. The brief is distributed to 
participants in advance of or during the educational meeting 
where the topic will be treated. 

Institute. An extended series of meetings which provide specific and 
authoritative instruction by qualified specialists. 

Institution. An established pattern of social or cultural traits which 
has a degree of permanence even though the persons within it 
may change. 
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Interest. Something a learner would like to learn about or come to 
understand better. Used as a basis to identify needs which can 
be treated educationally. 

Interview. A 5 to 80 minute presentation conducted before an audi- 
ence in which one or two resource persons respond to systematic 
questioning by an interviewer about a previously determined 
topic. 

Issue. A presentation of alternatives between which the persons in 
a group may choose or decide. 

Leader. Any member of a learning team who accepts the responsi- 
bilities of leading the other participants in adult educational en- 
deavors. 

Listening and Observing Groups. An audience divided into two or 
three groups each of which is assigned the task of listening and 
observing a certain part of a speech, demonstration, panel, etc. 

Maturity. A condition of highest development in the areas of human 
psychological, moral, sexual, social, and spiritual relationships. 
Characterized as a process of becoming rather than being. 

Method. An established or systematic order for performing any act or 
conducting any operation. The relationship established by an 
educational institution with a group of participants for the pur- 
pose of systematically diffusing knowledge among them. Some 
methods of adult education are correspondence study, the co- 
ordinated course, and community development. 

Moderator. A person who introduces and guides discussion and audi- 
ence participation during a panel, colloquy, or forum. 

Need (Educational). A lack or deficiency which may be satisfied by 
means of a learning experience. 

Need (Felt). Something regarded as necessary by the person con- 
cerned. 

Need (Real Educational). What a person lacks and which might be 
acquired through learning. Based on an accepted standard of 
values. 

Need (Symptomatic Educational). A manifestation of a need which 
a person considers real; could be used as a clue to a real need. 

Objective. A specific end or goal that learners are trying to reach. 
Usually refers to a readily attainable end or goal. 

Observer. A trained person in an educational program who objectively 
watches and listens to the forces at work in a learning group. 

Panel. The panel is a group of three to six persons having a purpose- 
ful conversation of an assigned topic. The panel is usually seated 
at a table in full view of an audience. 
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Participant. A person trained as a member of a learning team. All of 
the members of the learning group are participants assuming 
different roles: group participants, leaders, resource persons, 
and observers. 

Participant, Group. See Group Participant. 

Participation. The sharing of a variety of responsibilities in an educa- 
tional venture. 

Problem, Educational. A condition or obstacle that learners seek to 
overcome through the use of various problem-solving procedures. 

Procedure. A systematic series of steps designed to accomplish a task. 

Process. The procedural intra- and inter-personal factors involved in 
how a person learns in contrast to what he learns (content). 

Program. An educational meeting or series of meetings based on the 
interests and needs of the expected participants. Such an event is 
usually planned to achieve certain educational goals. 

Program, Printed. A printed description of an educational meeting or 
series of meetings. 

Program Planning. A process by which the nature and sequence of 
future educational programs are determined. 

Purposes. The immediate tasks that will be performed in an educa- 
tional program; differs slightly from “goal” and “objective” in 
that goals and objectives often refer to ultimate outcomes. Pur- 
poses are sometimes called declarations of intent. 

Question Period. A 5 to 20 minute portion of a meeting during which 
audience members ask questions of a speaker or other resource 
person. 

Quiet Meeting. A 15 to 60 minute period of meditation and limited 
verbal expression by a group of five or more persons. This tech- 
nique is characterized by periods of silence and by occasional 
spontaneous verbal contributions by members of the group. 

Recorder. A participant who accepts the responsibility to write down 
the salient points that emerge during the course of an adult 
learning experience. The participants can make use of this infor- 
mation for summarizing and keeping a permanent record. 

Resources. Educational materials or aids from which persons in an 
educational situation may seek information. The adult educator 
uses such resources as audio-visual materials, printed matter, 
charts, graphs, and maps. 

Resource Person. An expert or authority who contributes information 
and opinion to participants in a learning situation. 

Role-Playing. A spontaneous portrayal (acting out) of a situation, con- 
dition, or circumstance by selected members of a learning group. 
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Screening Panel. A group of three to five representative members of 
an audience who discuss with each other the educational needs 
of the audience they represent in order to reveal this information 
to a speaker or resource person. The discussion is carried on in 
the presence of the audience. 

Seminar. A technique involving 5 to 30 persons led in systematic 
study by a recognized authority in the subject being studied. 
Skill. Anything that a person has learned to do with ease and pre- 

cision; may be either a physical or mental performance. 

Speech. A carefully prepared oral presentation of a subject by a 
qualified person; also known as a lecture. 

Subject. A division or field of organized knowledge to be treated dur- 
ing a learning experience. 

Subtechnique. An educational procedure employed to modify and 
enhance the effectiveness of a technique. 

Symposium (Ancient). A group of 5 to 20 persons meet in a home or 
private dining room to enjoy good food, entertainment, fellow- 
ship, and discussion of a topic of mutual interest. 

Symposium (Modern). A series of related speeches by two to five per- 
sons qualified to speak with authority on different phases of the 
same topic or on closely related topics. 

Task. A specific job or work assignment; a defined mission. 

Technique. The way in which the adult educator arranges the rela- 
tionships of learners and resources to assist the learners to acquire 
knowledge in a learning situation. 

Theme. The general, descriptive title used to describe the nature of 
a meeting or series of meetings; the main subject to be treated. 

Topic(s). In group discussion the main subject, problem, or issue to 
be discussed. In program planning, defines the desired informa- 
tion—the problems, issues, questions, and concepts—which the 
program will treat (i.e., the topics represent the potential content 
of the program). 

Trainer. An adult educator (professional or lay) who uses recognized 
adult education procedures and teaches others to use them. 
Workshop. A type of meeting that offers opportunities for persons with 

a common interest or problem to meet with specialists to receive 


firsthand knowledge and practice. 
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